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ABSTRACT 

The new budget and accounting systea for the 
California coaaunity colleges uses an activity-centered approach to 
expenditure reporting which describes real resource reguireaents 
«fe.culty, supporting staff* supplies* etc.)* their costs (objects of 
(expenditures), and relative use in each of the aajor activities which 
describe coaaunity college operations, '^^b systea describes direct 
C06CS in activities* but does not attaapt to define indirect costs. 
It is designed to provide adequately for state level decision-aaking 
needs. It also provides the basis for decisions about prograas and 
objectives. The activity structure provides the district with a base 
for coaparative fiscal analyses, use of new fiscal aanageaent tools* 
and future developaent of prograa budgeting and other decision-aaking 
techniques. The activity structure also provides for state level 
reporting and federal fiscal reporting* if this should occur in the 
future. (Author) 
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PREFACE 



The California Community College Budget and Accounting Manual 
was adopted by the toard of Governors in December 1973. The 
manual describes the new budget and accounting systan required 
for local control and state- level reporting of 1974-75 ComnRin- 
ity College district budgets. The 1973-74 fiscal year will be 
reported under the current system for the last tln». 

We plan to continue work with the 19 pilot districts to iden- 
tify useful impletoentatlon techniques. These and other aspects 
of the new system will be discussed in a series of workshops 
held around the state this spring and next fall. We also plan 
to issue supplements to the manual periodically to clarify key 
definitions, incorporate law changes and other necessary cor- 
rections, and provide further information on implementation. 

Much of this manual results from many hours work by staff in 
the pilot districts. We'd like to thank them and the many 
other individuals in Community College districts who assisted 
in this effort. 



Sidney W. Bros 



Charles Mc In tyre 
Director 

Analytical Studies 

Archie McPherran 
Assistant Chancellor 
Administrative and Fiscal 
Services 



Califof nia Cimimumty Colleges Sidney Brossman, Chancellor 

Office of the Chancellor 825 Fifteenth Street, Sacramento, California 95814 
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INTRODUCTION 



The new budget and accountinq system for CaMfornIa Cwmnunlty Colleges 
uses an activity-centered approach to expenditure reporting which describes 
real resource requirements (faculty, supporting staff, supplies, etc.), 
their costs (objects of expenditure), and relative use In each of the major 
activities which describe Community College operations. 

Except for recent law changes, general ledger accounting, lncon» reporting, 
and tax analysis are the same as previous college budget and accounting 
procedures. The new structure makes changes only to budgeting and reporting 
of expenditures and Introduces activity measures for college resource use. 

The system describes direct costs In activities, but does not attempt to 
define Indirect costs, nor does It require measurement of output. However, 
It Is designed to provide adequately for state- 1 eve I decision making and 
most local decision-making needs. It also provides the basis for developln; 
analyses for decisions atK>ut programs and objectives, all essential to 
college management activities. 

The activity structure Is designed to be compatible with the Program Class. • 
f I cat I on Structure developed by the National Center for Higher Education 
ManagerjenT Systems (NCHEMS) of the Western Interstate Commission on Higher 
Education. This budget format currently has nationwide visibility. Data 
scheduled to be generated In the new structure also gives districts the 
capability of Implerr^ntlng new management tools now being developed by 
various groups such as NCHEMS, Syst«ns Research Group, Battel le, and the 
League for Innovation. 

The object of expenditure structure Is designed to be compatible with that 
used by elementary and secondary schools and county superintendents of 
schools. This should provide for the fiscal management responsl bl • Itles 
county superintendents have in relation to Coiwnunlty Colleges without needing 
to maintain separate systems for the colleges and K-12. It Is anticipated 
that counties would maintain Community College district budget control over 
the major object of expenditure categories described In Section I! I. Dis- 
tricts fnay wish to develop additional subcategories for local management 
purposes. 

Development, approval, and control over district budgets would normally be 
based upon the object of expenditure categories, allocated among organization 
or activity units of the district and coltegeCs) to the extent necessary 
for effective 'nternal management. The activity structure, by contrast, 
provides the district with a base for comparative fiscal analyses, use of 
new fiscal management tools, and future development of program budgeting and 
other fiscal dec tston-ma king techniques. The activity structure also provides 
for state- level reporting and federal fiscal reporting. If this should occur 
In the future. 
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Separate college budgets are not reported to the state even though they 
are developed and maintained as always for local management purposes t 

The expenditure structure Is described In Section III and In Part II of 
the new state report form, CCAF-31 I . For each activity, expenditures by 
object are reported along with measures of staffing and technical arrange- 
ments for activities. This full reporting begins August 1975 for the actual 
1974-75 flrca^ year experience. Prior to that time, during In^lementatlon 
and for budgat year state- I eve I reporting, only portions of this reporting 
are required. 

District budgets developed for 1974-75 would contain, for the state- 1 eve I 
report (due In August 1974), Just those objects of expenditure listed !n 
"■f^-^tlon III for districts* (I) current expense of education, (2) total 

-rent expense, and (3) total expenditures (Including current expense, 
:apital outlay, debt service, and transfers). Actual district budgets for 
1974-75 may contain as much additional detail breakdown by college, organi- 
zation, or activity as necessary to suit district requirements. Thus, 
the state- level report for districts' 1974-75 budget year covers only a 
portion of the total expenditure reporting. Districts will use the exist- 
ing CCAF-301 to report the actual 1973-74 fiscal year In August 1974. 



INCOME 



Income Includes both revenue and nonrevenue receipts. Revenue receipts are 
additions to assets for which no obligations are Incurred by the Conwnunlty 
College district and may be expended at the discretion of the district governing 
board. Revenue receipts are received throuqh state apportionments and district 
taxes. Ntonrevenue receipts are money received In exchange for property of the 
district or recelr*s for which the district Incurs an obligation, such as 
money received through loans or the sale of bonds. Bond or loan receipts must 
be used by the district governing board for the purposes outlined at the time 
loans are secured or bonds are Issued. 

These Instructions provide for uniform Identification and classification of the 
receipts for alt funds and accounts of a district and should be used for day-to-day 
accounting of receipts, budgets and all financial reports. Income classifica- 
tions are applicable to all funds, general and special, of a district. The 
selection of the fund must bo made in accordance with the provisions of law. 
Income Classifications, such as 8100, Federal Income, or 8700, County Income, 
should not be confused with the selection of the fund, such as the General Fund, 
Building Fund, or Cafeteria Fund. 

Districts operating on a cash basis account for Income when It Is received, 
while those operating on an accrual basis account for Income when It Is earned. 
District budget forms and the annual budget report form supplied by the Chan- 
cellor's Office presume use of the accrual basis for expenditures and the 
partial accrual basis for the Income of school district funds, except for the 
Bond Interest and Redemption Fund. Either a cash basis or an accrual basis, 
as determined by the county auditor, are acceptable for accounting and reporttnq 
a district's Bond interest and Redemption Fund. 



Classifications 

CcOTmunlty College districts win classify Income for at least the major and 
subordinate classifications outlined in this section. Many districts may want 
to Increase the number of classification subdivisions for local management 
needs. 

fJlajor classifications are as follows: 



8100-8499 Federal Income 

8500-8599 Combined State and Federal Income 

8600-8699 State Income 

8700-8799 County Income 

8800-8869 Loca I I ncome 

8871-8874 Student Charges 

8876-8878 

8891 Private Income 

B900-8999 Incoming Transfers 
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lief Inl tlons 

a f 00-8499 FEDERAL INCOME 

All Income received from the federal n^^vernment, regardless of whether 
distributed by state, federal, or local agencies. Include federal lncwnp» 
for which the state or any other agency serves as the distributing agency. 

8110 Maintenance and Operation (Public Law 81-874) 

Allowance for maintenance and operation resulting from the Identification 
of students or parents working on or living on .'ederal property, 

8120 Veterans' Education 

«I40 Education Professions Development Act, B-l and B-2 (Public Law 
90-35) 

Amounts received from federal agencies for the Education Professions Devel- 
opment Act, Title I , 

dl50 Economic Opportunity Act (Public Law 88-452) 

Amounts received directly from federal agencies for Economic Opportunity 
Act programs. 

8160 Elementary and Secondary Education Act (Public Law 89-10) 

Amounts received from federal agencies for Elementary and Secondary Educa- 
tion Act programs. 

81""* Emergency Employment Act of 1971 (Public Law 92-54) 

ai80 Higher Education Act, 1965 (Public Law 89-329) 

8190 Revenue Sharing, 1973 IPubllc Law 92-512 

Amounts received under the Emergency Employnwnt Act of 1971, 

8210 National Defense Education Act (Public Law 85-864) 

Amounts allowed under the National Defense Education Act, 

8230 Manpower Development and Training Act (Public Law 87-415) 

Amounts allowed for Manpower Development and Training Act programs from 
federal sources. 

8240 Vocational Education Amendments of 1968 (Public Law 90-576) 

Amounts allowed for Vocational Education Arnendments of 1968 programs from 
federal sources. 

8310 Forest Reserve Funds: (EC 20251) 

All Income from forest reserve funds apportioned by the federal government 
but distributed to the district by the county superintendent of schools 
with the approval of the county board of education. 
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Definitions (Continued) 



8320 Flood Control Funds: (EC 20109) 

AH Incofne from flood control funds apportioned by the federal government 
but distributed to the district by the county superintendent of schools 
with the approval of the county board of education, 

8480 "Miscellaneous Funds" (EC 17606) 
(See explanation under #8890) 

8481 Royalties and Bonuses 

8482 Rentals 

8483 lncon»e from Property Not Subject to Tax 

8484 Payments In Lieu of Taxes 

8490 Other 

All other federal funds received except funds defined as "miscellaneous 
funds" by the California Administrative Code, Title 5, Education, Section 
17261. These are to be recorded In classification 8480, Miscellaneous 
Funds. 

8500 COMBINED STATE AND FEDERAL INCOME 

Combined state and federal Income received from the state agency with no 
indication of how the allowance is prorated between federal and state 
funds. 

8520 Preschool Education Aid (Public Law 87-543) 

Allowance from combined federal and state funds for preschool education aid 
under Education Code sections I6643-I6644, Do not Include amounts allowed 
for preschool education aid from other state or federal sources. 

8530 Chi I dren's Centers (EC 16616) 

Amounts allowed for capital outlay for cl.lfdren's centers. 

8580 "Wlscel laneous Funds" (EC I '606) 

See explanation under #8890. 

8581 Royalties and fkjnuses 

8582 Rentals 

8583 Income from Property tlot Subject to Tax 

8584 Payments In Lieu of Taxes 

8590 Other 

Alt other combined state and fedoral funds except funds defined as "miscel- 
laneous funds" by the California Administrative Code, Title 5, Education, 
Section 17261. These are to be recorded In classification 8580, "Miscella- 
neous Funds." 



11-3 

9 



iief lnltlon^> (Continued) 



rt60o STATE irro^ 

All state funds received, GJtcludlnf? federal funds distributed by th*» nt/jtA, 
which are federal Inct^rie. By law, any State School Fund apportionment or 
allowance to a school district must be deposited In the General Fund of the 
school district. 

All such amounts should be accounted In terms of the gross amount appor- 
tioned. Deductions and withholdings made by the State Controller as 
required by law must be accounted as expenditures In the sam manner as If 
the full aiT^unt had been received and a school district warrant had been 
drawn for such purpose. 

8610 Principal Apportionment 

Record all amounts allowed under the Principal Apportionment, Including 
advance apportionments, basic and equalization aid, and final apportionments. 
Record also flat grant allowances received from the following programs on a 
current basis: 

8611 Basic and Equalization Aid 

8612 Physically Handicapped 

8613 Educable Mentally Retarded 

8614 Trainable Ntontally Retarded 

8615 Transportation of Handicapped Pupils 
3616 Educationally Handicapped 

8617 Mentally Gifted 

8620 Special Purpose Apportionment 

*<ecord amounts received for the expenses of n«lntalnlng any or all of the 
following programs during the preceding fiscal year: 

8622 Transportation 

Record amounts received lor transportation, based upon records of 
expense and approved cap! '■a I outlay, of furnishing, durlnci the pre- 
ceding fiscal year, transportation of students between their homes 
and the regular full-time Hay colleges attended by them. 

8623 Project-connected Students 

8624 Educationally Disadvantaged 

8625 Early Childhood Development 

8630 Special Allowances 

8652 Allowance for Instructional Television and other Coordinated 
Instruction Systems Programs 

Amounts received under Education Code Section 18270 for participation In a 
program for Instructional television established pursuant to Education Code 
Sections 6441 or 6442 and ECS 11251 (a) for other coordinated Instructional 
systems programs. 
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Inltlonr. (Continued) 
8633 Apportionment for Special Teacher Employment 

Amounts received under Chapter 106, Statutes of '966 (Education Code 
sections 648 1 -648b) for the special teacher employment program. 

8636 tducatlon Improvement Act of 1969 

8638 Extended Opportunity Programs and Services Income Received 
from State Under Provisions of EC 25528.7. 

8639 Other 

8645 Capital Outlay 

Amounts received from State under Community College Construction Act. 
8650 Apportionments for Children's Centers 

Allowance for children's centers. It may be advi5»able to compute monthly 
the earned Income from this source. Advance apportionment Is based upon 
estimated attendance with adjustments at end of the fiscal year usually 
required. 

8660 Af>portlonments for Development Centers for Handicapped Minors 

Allwance for purposes of development centers for handicapped minors. 
School district fiscal control may find It advisable to compute monthly 
the earned Income from this source. Apportionment In advance Is based 
upon estimated attendance. Adjustments at the end of the fiscal year are 
usual ty reauired. 

8661 Attendance 

8662 Transportation 

8670 Tax Relief Subventions 

8671 Reimbursement for Income Lost Because of Business Inventory 
Exemptions 

Amounts received for loss of Income because of business Inventory 
exemptions (Revenue and Taxation Code Section 219). 

8672 Reimbursement for Income Lost Because of Home Owners' Exemptions 

Amounts received for loss of Income because of home owners* exemptions 
(Revenue and Taxation Code Section 218; Education Code Section 17252). 

8673 Reimbursement for Income Lost Through Operations Under the 
Williamson Land Act of 1967 



Amounts received for loss of Income because of the Williamson Land Act 
of 1967. 



DeHnlrfuns (Continued) 



8679 Other 



Amounts received for loss of Income because of exeinpttons on rrvjflon 
picture films and wine and brandy products (Revenue and Taxation Code 
sections 988 and 99.?; Education Coda Section 17254). 



8680 



"Miscellaneous Funds" (Fducatlon Code Section 17606) 



See explanation on page II- 11. 

8681 Royalties and Bonuses 

8682 Rentals 

8683 Income from Property Not Subject to Tax 

8684 Payments In Lieu of Taxes 

8690 Other 

All other state funds received except funds defined as "miscellaneous 
funds" by the California Administrative Code, Title 5, Education, Soc+lon 
17261, These are to be recorded In classification 8680, "Miscellaneous 
runds." 

rt700 COUNTY INCOME 

All county funds received, except I nq federal funds distributed by the 
county. These are to be recorded as federal Income, 

8710 Community College Tuition Tax 

Incofiie from counties for nondlstrlct students attending conmunlty college 
Ljucatlon Code Section 20206). 

8720 Equalization Aid Offset Tax 

Income from taxes levied upon all the assessed valuation of the county to 
offset the decrease In equalization aid resulting from the upward modifica- 
tion of the assessed valuation (Education Code sections 17261-17265). 

8780 "Miscellaneous Funds" (Education Code Section 17606) 

See explanation on page II- 11. 



All other county funds received except funds defined ?s "miscellaneous 
funds" by the California Administrative Code, Title 5, Education, Section 
17261. These are to be reccrded in classification 8780, "Miscellaneous 
Funds." 



8781 Royalties and Bemuses 

8782 Rentals 

8783 Income from Property Not Subject to Tax 

8784 Payments In Lieu of Taxes 



8790 



Other 
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Definitions (Continued) 



8800 LOCAL INCOME 

AM Income from local sources. 
8SI0 District Taxes 

8811 Secured Roll (Education Code sections 3255, 17925.5, 20751, 
20752, 20803, 20816, and 20903) 

Income from taxes levied on the secured tax roll. District taxes are 
levied as a result of the filing of an annual budget with the county 
superlntendnet of schools for approval and transmittal to the coun^-y 
board of supervisors setting forth the tax requirements of the district 
as provided In Division 16, Chapter 3, of the Education Code. The 
board of supervisors determines for the budget year a f9x rate that 
will product the amount of district tax money requested by the district 
In Its annual budget. The tax rata so determined Is limited to statu- 
tory maximums except In cases where the electors of the district have 
authorized a rate In excess of the statutory limits. 

Certain tax rates In excess of the statutory or voted rates are author- 
ized In the Education Code for restricted purposes and special funds. 

All Income received from district tax sources Is to be accounted on a 
cash basis. Credits to the various district tax Income accounts are 
made upon receipt of an apportionment notice from the county superin- 
tendent of schools Indicating that taxes have l»en deposited In the 
county treasury. 

8812 Unsecured Roi I 

Income from taxes levied on the unsecured tax roll. 

8813 Prior Years' Taxes 

Income from tax levies of prior years Include secured and unsecured 
tax receipts. 

• 8820 City and County Taxes 

8821 City Taxes 

Income from taxes from an ad valorem levy for col lege purposes upon the 
real and personal property located In, and assessed by, a chartered 
city, which levy is authorized or required by the city charter. 

8822 County Taxes 

Incomo from taxes from an ad valorem levy for college purposo'-. upon the 
real and personal property under the jurisdiction of the county superin- 
tendent of schools. 
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Definitions (Continued) 



3840 



Sales 



8841 Sale of Bonds 

Income frwn sate of bonds at par value, which must be deposited In 
the Building Fund of the district (Education Code Section 21810). 

8842 Sate of Equipment and Supplies 

Income from the sale of supplies end equipment no longer needed by the 
district. The money received Is to be placed to the credit of the fund 
from which the original expenditure for the purchase of the personal 
property was made (Education Code Section 16403). 

8843 Sale of Land and Buildings 

Income from the sale of land and buildings. Such Income must bo used 
for capital outlay. 

8844 Food Service Sales 

Income from the sale of meals and other food Items, usually recorded 
In the Cafeteria Fund or Cafeteria Account. 

8845 Sale of Publications 

income from the sale of publications. 
8849 Other Sales 

Income received from all other sales, such as farm products and printed 
forms. 

8850 Rentals and teases. Except "Miscellaneous Funds" 

Income for the use of buildings or portions thereof, houses, and other 
properties of the district that are rented or leased to other school dis- 
tricts for school purposes; and portions of amounts received that are 
excluded from "miscellaneous funds" In accordance with the California 
Administrative Code, Title 5, Education, Section 17261, Including rentals 
by Civic tenter groups. 

Rental or lease income defined as "miscellaneous funds" Is to be recorded 
In classification 8880, "Miscellaneous Funds." 

8860 Interest 

Income credited or prorated by the county auditor for interest on deposits 
of district funds with the county treasurer and Interest earnings (Education 
Code Section 17203). 




Inltions (Continued) 



Money received as prwniums and accrued Interest at the time of sale of 
bonds must be deposited In the Bond Interest and Redemption Fund (Education 
Code Section 21810). 

STUDENT CHARGES* 

8871 Adult Education 

inconfi received from students enrolled In classes for adults as 
tuition under Education Code Section 5757, as Incidental fees under 
Lducatlon Code Section 5758, or under EC 25502.5. 

8872 rionresldent Students 

Income recleved for the total cost of educating foreign residents In 
the colleges of the district (Education Code Section 10508 and 25505.8). 

8873 Children's Centers 

Income received from parents, guardians, or welfare agencies as fees 
for the Instruction and care of children In children's centers. 

8874 Development Centers for Handicapped Minors 

Income received from parents, guardians, or welfare agencies as fees 
for the Instruction and care of children In development centers. 

8875 Contract Services for Districts and County Offices 

Income received for contract services rendered by one district or office 
of county superintendent of schools for another district or office of 
county superintendent of schools. 

8876 Health Fees 

8877 Parking Fees 

8878 Other Student Charges 

All other miscellaneous student fees and fines. 

8879 Other Fees and Contract Services 

Income received from all other contract services. 
8880 "Miscellaneous Funds" (Education Code Section 17606) 

See explanation on page II-II. 

8881 Royalties and Bonuses 
•Excepting 8875 and 8879, both to be reported and added to LOCAL INCOMF. 



Definitions (Continued) 



8882 Rentals 

8883 Income Tax from Property Not Subject to Tax 

8884 Payments in Lieu of Taxes 

8890 Other 

All other Income from local sources such as a>ntrl but Ions, qlfts, outlawed 
warrants, practice teaching, and so forth, except funds defined as "miscel- 
laneous funds" by the California Administrative Cod9, Tlt'e 5, Education, 
Section 17261. These are to be recorded in classi f Icatio: 8880, "Miscella- 
neous Funds." 

8891 PRIVATE INCOf€ 

Income from private contributions, gifts, grants, and endowments. 

8899 Other 

8990 INC(WING TRANSFERS 

All Income received for Incoming transfers. Identify the sources of 
tuition payments and account for the income received from each source. 

8920 Interdlstrict Payments 

Tuition payments revived from Interdlstrict contracts for general or 
specific instructional services. Including transportation. 

All other tuition payments not Identified above. 

8930 Interfund Transfers 

Amount of money Involved In each of the following transfers between funds: 

To the Child Development Fund and Development Centers for Handicapped Minors 
Fund from the General Fund (Education Code Section 17201 and California 
Administrative Code, Title 5, Education, sections I7900-I79I8. 

BeSfeen the (general Fund and the Special Reserve Fund (Educatl«i Code 
sections 2I40I-2I404), 

To the General Fund or to the Special Reserve Fund from the Bond interest 
and Redemption Fund after all principal and Interest payments have been 
made (Education Code sections 22055 and 22056). 

8990 Other Incoming Transfers 

Income received from funds of lapsed or reorganized districts and any other 
income from transfers not otherwise classified. 



Miscellaneous Funds 



Education Code Section 17606 covers "miscellaneous funds" under classifications 
8480 (federal), 8580 (federal and state), 8680 (state), 8780 (county), and 8880 
(local). Sources of funds classified as miscellaneous under this section are 
(I) royalties and bonuses; (2) rentals; (3) Incoine from property not subject to 
tax; and (4) payfnents In lieu of taxes. 

Royalties and Bonuses 

Record the total amount of payments of all or a portion of the royalties and 
bonuses received from the operation of any law under the terms of any agreement. 
Tor example, royalties on federal mineral deposits are accounted under 8481, 
"Miscellaneous Funds" (federal). Classifications by source are as follows: 



3481 


Federa 1 


8581 


Federal and state 


8681 


State 


8781 


C^nty 


8881 


Local 



Record the amount by which the total of all payments received for the rental 
of property owned by the district and not on the tax rolls of the county or 
district exceeds the actual expense of operating and maintaining the property. 
Classifications by source are as follows: 



income from Property Not Sub^ject to Tax 

Record the total of all payments received from, or on account of, property of a 
district or any other property within the district, county, or state that Is not 
being assessed for tax purposes and not being used for college purposes. Class! 
fleet Ions by source are as follows: 



Rentals 



8482 
8582 
8682 
8782 
3882 



Federal 

Federal and state 



State 

County 

Local 



b483 
8583 
8683 
8783 
8883 



Federal 

Federal and state 



State 

County 

Local 
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Payfnqnts in lieu of Taxes 



Record the total of all payments made In lieu of taxes and received by the dis- 
trict. Examples are levies on aircraft, baled cotton, or federal housinfj, head 
day tax on livestock, and license fees on trailer coaches. Classifications by 
source are as follows: 



Auatement of Income 

Wfien part or all of the Incwne of a Community College district from any source 
must be returned to the source from which it is received, the transaction should 
be accounted as an abatanent of Income. Abatement of income is the cancellation 
of any part or all of any specific receipt previously recorded, usually resulting 
from tax refunds, refunds of money received from state or federal sources, or 
refunds of monies previously received through error. The accounting for such 
transactions In this manner keeps both |na>n» and expenditures In true perspec- 
tive and maintains proper balance of the two. 

Uniformity In accounting for abatements of income Is required to secure comparable 
fiscal records and reports. Accuracy In the records requires proper use of a 
correct accounting procedure for the elimination from the fiscal records of those 
Items representing cancellations of previous fiscal transactions or parts of them. 

Payments that represent cancellations or reductions of receipts must be accounted 
as aoatements of lncon» previously recorded by abating such paynwnts to such In- 
come account, thereby eliminating any charge to an expenditure account. Such 
payments nujst be accounted by abating the Incoiws account for the original source 
during the fiscal year In which the payments are made. Irrespective of the fiscal 
year In which the original receipt was recorded, even though such payments may in 
some cases exceed the actual Income of the fiscal year In which the abatement is 
made and thus result In negative balances In the accounts, or entries In reports. 
Abatements of Income are recorded as they occur and not accumulated until the end 
of the fiscal year. 

Because payments that constitute abatements of Income are not expenditures, they 
are not subject to appropriation control. However, any abatement of Income that 
constitutes a major reduction of income in comparison with estimated Income should 
be recognized as requiring a corresponding reduction in estlrwted income and 
reserves, or requiring a reduction In actual appropriations. 

The following kinds of transactions shall be accounted as abatements of Income: 

1 . Tax refunds 

2. Rental refunds 



8484 
8584 
8684 
8784 
8884 



State 

County 

Local 



Federal 

Federal and state 
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Abatwnent of Income (Continued) 

3. Tuition refunds 

a. To students, parents, or guardians 

to. To other districts on account of over-payments 

4. fte funds of Income from federal sourc*>?* 
■j. Refunds of Income from state sources 

6. refunds of other monies received In error. 

It Is often difficult to distinguish between receipts that should be treated as 
abatements of expenditure and those that should be treated as Income. The fol- 
lowing receipts are accounted as Income (Income classifications are shown In 
parentheses), rather than abatements. 

1. Tuition 

2. Fees (8870) 

a. Teachers' and employees* examination fees (8879) 

b. Certificate fees (8879) 

c. Transcript fees (8879) 

d. Adult education f^ (8871) 

3. Rentals (8782, 8850, 8882) 

a. Civic Center (all charges) (8782, 8850, 8882) 

b. Classroofls (8782, 8850, 8882) 

c. Easement leases (8782, 8850, 8882) 

d. Houses (8782, 8850, 8882) 

e. Sites (8782, 8850, 8882) 

4. Collections for use of swimming pools, tennis courts, and the like 
(8879) 

5. Library fines (8878) 

6. Receipts from sale of junk or salvage material no longer needed (8842) 

7. Contributions and gifts (8890) 
tecelpts from sate of courses of study, printed foH^s7*^5*>he like 



8. 



(8845) 
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9. Amounts received from forfeitures of surety or Indemnity bonds because 
of noncompliance with contracts (8890) 

10. Interest on deposits and Investments (8860) 

11, Outlawed warrants and other warrants cancelled In a fiscal year subse- 
quent to the year of expenditure (88<)0) 

12. Receipts fr<m sale of land and buildings (except that receipts from 
the sale either of a portion of a new site or of buildings or Improve- 
ments thereon shall be accounted as abatements of expenditure) (8843) 

13, Receipts from teacher-training Institutions for practice teaching 
services (8890) 
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Accounting for Certain Apportionments (Loans) 



Certain apportionments that the State of California currently authorizes to be 
mde to districts fr«n the State General Fund are loans and do not constitute 
grants or subventions. Because such apportionnjents are nonrevenue receipts, 
which increase a district's liabilities, they should not be accounted for as 
Income. These apportionments are advances made to eligible districts for the 
following purposes. 

1. To eld in the establishment (a) special training schools or classes 
for the education of mentally retarded minors who come within the 
provisions of Education Code Section 6903; or (b) special schools, 
classes, or Integrated programs for which a qualified special teacher 
is provided for educating physically handicapped minors who come within 
the provisions of Education Code sections 6801 and 6802 (Education Code 
Sections 6914-6919) 

2. To provide emergency apportionments (loans) to districts as provided 
by Education Code sections 17325-17329 

When such an apportionment has been made by the Chancellor of the Callforcjia 
Community Colleges, a state warrant Is issued by the State Treasurer for the 
entire amount. The law specifies that the county treasurer receiving such e 
warrant shall deposit It to the credit of the General Fund of the district 
designated in the apportionment. The district records should reflect the 
receipt of the credit. 

Examole: 

Date Accounts Debit Credit 

4-10-75 Cash In County Treasury $5,360 
Account Payable, State 

(Long-Term Debt) $5,360 

To record credit received for a loan from the State CSenerel Fund to finance 
the establishment of new classes for the mentally retarded ($2,680 payable 
during 1975-76, and $2,680 payable during 1976-77) 

The repayment of the loan will be automatically accomplished by the withholding 
of half of the amount from regular apportlonn»nts being credited to the district 
during each of the next two fiscal years. The practice of the State Controller 
is to make the withholdings over a period of four months—February, March, April 
and May. Accord I r-g I y , during each of those months (in 1977 In the above example), 
one-eighth of the total loan will be subtracted from the amounts otherwise due the 
district from the State School Fund In accordance with regular apportionment cal- 
culations. This means that the credit to the district funds announced by the 
county superintendent will be smaller by the -same amount than the announcwnents 
by the Chancellor of the California Community Colleges would Indicate. District 
records must reflect this transaction In each of the months named In each of the 
two years following the year of the loan so that the liability will be properly 
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Accounting for Certain Apportionments (Loans) (Continued) 

cleared and the proper State School Fund apportionments credited. In the above 
example of a loan, the entry to be made by the district and repeated seven times 
In the respective months Is a» fellows: 

Date Accounts Debit Credit 

2-20-76 Account Payable, State $670 
State Basic and 

Equalization Aid 5670 

To record the withholding by the state of one-eighth of the amount of 
the long-term loan received 4-10-75 

Any statement of financial condition prepared from the district records during or 
at the close of the fiscal year will show. If the foregoing procedures ere used, 
the proper amount of liability to the state. This accounting procedure Is Indi- 
cated by the Instructions that accompany the Annual Report of Current Liabilities, 
Form CCAF-304. The proper recording by the district of amounts withhold by the 
state Is also Included In the specific audit Instructions to accountants conduct- 
ing annual audits. 

The repayment of a loan under Education Code sections "325-17329 Is done In the 
same manner, except that the principal repayment must be accomplished over not 
more than a three-year period (Education C5ode Section 17328). 

The Interest and principal payment due annually on this «tiergency loan will be 
withheld from the school district's regular apportionments. However, the district 
must record the amount due for Interest as a current expenditure under expenditure 
classification 5800, Other Services and Expense for Administrative Olstrlctwide 
Operation. 
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EXPENDITURES 



The following expenditure classification is two part: one dealing with objects 
of expenditure, the other with Comnunity College activities for which expenditures 
may be recorded. The object categories (I.e., salaries, wa^s, supplies, etc.) 
are designed to be consistent with the major object classifications used for 
elementary and secondary schools and described In the California School Account- 
ing Manual. This should reduce the need for County Offices to fl»intaln two 
systems for budgetary control of both K-12 and Cornmunlty Colleges. The activity 
cate^rles are descriptive of college activities and generally similar to those 
for other institutions of higher education. While It is doubtful that any college 
or district is organized exactly according to the activity categories selected, 
the conwon activity structure Is required for consistent and con^arable expend! 
ture reporting. 



OBJECTS 

The listed object categories for current operations and capital outlay, debt ser- 
vice and transfers will be required for state-level reporting of 1974-75 budgets. 

The object categories represent a minimum list for c<»npl lance with wrious Educa- 
tion Code provisions, compatibility with county systems and state-level fiscal 
reporting. Districts may wish to devtiop other, more detailed categories for 
use In district administration and policy making. 

Coding and categories are such that object categories may be aggregated to be 
consfstont with those eight major object of expenditure classifications required 
by county superintendents of schools for control of district budgets under the 
provisions of Education Code Sections 17202 and 20951. 

The Education Code limits Community College district expenditures to the amounts 
appropriated for the several major expenditure classes by the adoption and appro- 
val of the district budget or by subsequent Intrabudget transfer, [because of 
this budget or appropriation control of expenditures, the budget and all docu- 
ments dealing with appropriations nnjst be prepared according to the same classi- 
fication plan as that employed In the accounting of expenditures. 

Oistrlcts should Identify the origin of each district expenditure by designating 
the appropriate* object classifications on orders or requisitions, commonly called 
warrants or warrant registers. Officials of the district who know the purpose 
for each expenditure should decide which object classification is to be used at 
the time commitments are made. The account or accounts charged should be 
selected when goods or services are ordered or when certificated or classified 
employees are assigned or reassigned. 
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Insofar as possible^ notices of enployment, copies of contracts, and other 
district dociMT^nts on expenditures or commitments to become expenditures 
should designate the object for review by county superintendents of school s* 
This permit:; prompt resolution of questions about the classification of ex- 
penditures. One decision about object classification can thus serve for 
several future disbursements^ such as monthly salary payments* This proce- 
dure Is necessary If the encumbrance plan of accounting Is employed by either 
the district or the county superintendent of schools. 

Whether or not object classification* are noted on docwnents such as notices 
of t^mployment and copies of contract , all district orders should show the 
applicable object classifications. Part of the examination of such orders by 
the county superintendent of schools should consist of making sure that object 
ch^Bsl float Ions are correctly designated. 

' .':ry superintendents of school s> when drawing requisitions on the funds of Ccot- 
•"jnity Col) age districts where authorized or required by law to Initiate the 
' 1 .^bursements^ should designate the object classifications applying to such 
Lriym^ints and Inform the district of the date, payee, purpose, amount, and object 
- i ass i flcat Ions of each requisition so drawn. County superintendents should 
also notify the district of the date, purpose, amount, and object classifications 
of iny amount withdrawn from the funds of the Community College district other 
ihan by district order or county superintendent's requisition and of the amounts 
•withheld from' apportionr^ents of state funds that are to be treated as expendi- 
tures, such as the amount withheld for district contributions to retirement 
^unds. 

The object ria^sl f Ications should be designated on every warrant or warrant 
register so that cx)unty superintendents of schools may maintain records necessary 
for budgot control of expenditures and for annual report purposes. 

Budqer report forms prescribed by the Chancellor's Office presume the use of the 
accrudi basis for the accounting of expenditures and a partial accrual basis for 
the accounting of Income of the funds of Community College districts except for 
the Bond Interest and Redemption Fund. The accounting and reporting of district 
Bond Interest and Redemption Funds either on the cash basis or the accrual basis, 
as determined by each county auditor. Is acceptable to the Chancellor, California 
Community Colleges. 

Objects of expenditures listed must te maintained by all Cofwunlty College dls-^ 
tricts In their day--to--day aca>untlng of expenditures during a fiscal year. The 
use of these objects will facilitate the preparation of budgets and the various 
financial reports requested by federal, state, county, and local agencies. 

Minimum budgetary control of districts^ accounts by offices of county '•superinten- 
dents of schools must be maintained on the following object of expenditure 
classifications: 

1000 Certificated Salaries 

2000 Classified Salaries 

3000 Staff Benefits 

4000 Books, Supplies, and Equipment Repfac^^nent 
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5000 ConiVacted Services and Other Expen«;es 

bOOO Da-^'ital Outlay 

7000 Otror Outgo 

7900 Appropriation for Contlnpencles 
Minimum object categories needed for statt-level ropnrtinn are as follows: 
1000 CERTIFICATED SALARIES 

noo Certificated Salaries, Regular Schedule, Tesschlng 

Included are the full-time salaries and prorated portions of salaries for 
all certificated personnel paid from the regular schedule and employed for 
the direct Instruction of students, Including the salaries for teachers of 
special classes, teachers of exceptional children, teachers of phys cally 
handicapped and mentally retarded minors, substitute teachers, and Instruc- 
tional television teachers. 

The separate recording of teachers* salaries, as required by Education 
Code Section 17200 Initially, should be accomplished on the basis of 
assi gnment. 

1200 Certificated Salaries, Regular Schedule, Non Teaching 

This category Includes certificated salaries paid under contract according 
to the regular schedule, but not teaching. I.e., coordinators, supervisors, 
and departmental chairmen. 

1300 Certificated Salaries, Other, Teaching 
1400 Certificated Salaries, Other, Non Teaching 

ThAse Include certificated salaries paid according to schedules other than 
the regular schedule, such as summer session, evening, hourly, etc. 

2000 CLASSIFIED SALARIES 

2100 ClaEslfled Salaries, Classified Service, Non Instruct ton 

2200 Classified Salaries, Classified Service, Instructional Aid 

Classified salaries paid to members of the classified service are recorded 
here. Salaries paid Instructional Aides must be determined separately for 
compliance w'th the "50^6 taw". Education Code Section 17200(c). 

2300 Classified Salaries, Other, Nonl nstruct Ion 

2400 Classified Salaries, Other, Instructional Aid 

Classified salaries paid employees who are not members of the classified 
service. 

3000 '■'TAFF BENFFITS 

Record all expenditures for employers' contributions to retirement plans and 
for health and welfare benefits for employees or their dependents, retired 
employees, and board members. 



Ml - 3J?4 



3100 



State Teachers' Retirement System Annuity Fund 



3200 Public Employees' Rfttirement fund 

3300 Old Age, Survivors, Disability, and Health Insurance 

5310 OASDHI for Certificated Employees 
3320 OASDHI for Classified Employees 
3330 OASDHI for Instructional Aids 

3400 Health and Welfare benefits 

3410 Health and Welfare Peneflt^ for Teachers 

34 30 Health and Welfare fi<»neflts for Other Certificated Employees 

3440 Health and Welfare Benefits for Other Classified Employees 

3450 Health and Welfare Benefits for Instructional Aids 

3460 H^lth and Welfare Benefits for Retired Employees 

3500 State Unemployment Insurance 

3510 Unemployment Insura.'ice for Instructional Aides 
3520 Unemployment Insurance for All Other Employees 

3600 Workmen's Conpensatlon Insurance 

3610 Workmen's Compensation Insurance for Certificated Employees 
3620 Workmen's Compensation Insurance for Classified Employees 
3630 Workn^n's Compensation Insurance for Instructional Aids 

3700 Local Retirement Systems 

3710 Local Retirement Systems for Certificated Employees 
3720 Local Retirement Systans for Classified Employees 

3900 Other Benefits 

3910 Other Benefits for Certificated Employees 
3920 Other Benefits for Classified 

4000 BOOKS, SUPPLIES AND EQUIPMENT REPLACEMENTS 

4100, 4200 Books 

4300 - 4700 Supplies 

4800 Equipment Replacements 

Book purchases and equipment replacements should be recorded separately. 
Supply expenditures may be maintained In that level of detail required for 
district management. 

Supply expenditures cover commodities, Includinq transportation and storage, 
to be used by the Institution. They consist of Items of (1) en expendable 
nature that are consumed, worn out, that deteriorate In use, or are easily 
lost or broken; (2) materials that have a relatively short life (one year or 
less); and (3) articles that have the characteristics of equipment but have 
a low unit cost and are frequently lo«;t, broken, or worn out In normal use 
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BEST CVr MNUUBU 

•iuch as staplers, s«naM tools, clcx:ks and pencil sharpaners. Books, naws- 
napers, and periodicals for general office and reception area use are 
included here. Also Included are office supplies, building supplies, etc. 
See Section IV for distinction between supplies and equipment. 

5000 OTHER OPERATING EXPENSES 

Other operating expenses Include the following. Communications Include tele- 
phone service, installation and relocation charges, telegraph, postage 
stamps, postage meter rental, etc. Utilities expenditures cover the cust of 
heat, light, water, power, etc. 

Professional fees encompass services performed by firms or Individuals on a 
contractual or fee basis. Contractual Services Include costs of rentals and 
leases and all services Including nalntenance and repairs performed for the 
institution under express or Implied contracts including labor, materials, 
and use of equipment. Membership, Dues and Subscriptions account for costs 
of institutional membership in professional organizations, dues and subscrip- 
tions are recorded here. 

Fidelity Bond Expense and all Insurance carried for the protection of the 
Institution should be Included here. 

"Cost of goods Issued" covers items purchased for the purpose of resale or 
consignment to inventories for eventual Institutional use by various cost 
centers. Two accounting methods are recognized for accurate computation of 
cost of goods Issued; the perpetual inventory and the periodic or physical 
inventory. 

Also included are travel, inferences, and miscellaneous employee expenses 
which are reimbursed, end all other operating expenses which don't appear 
in 4000. 

6000 CAPITAL OUTLAY 

6100 Sites and Site Improvement 

6110 Sites 

Includes land and additions to old sites and adjacent ways, and Inci- 
dental expenditures in connection with the acquisition of sites, such 
as appraisal fees, search and title Insurance, surveys, condemnation 
proceedings, and fees. If site Is not purchased after appraisal or 
lurvey, expenditure should be classified under 53XX, Other Operating 
expenses. 

GI20 Site Improvement 

This consists of Improvfimont of new and old sites and adjacent ways, 
including '^uch work as griding, landscaping, seeding and planting of 
shrubs, construction of sidewalks, roadways, retaining walls, sewers, 
•;torm dr^ln*;, oxterlor sprinkler and Ughtln^ systems, original sur- 
facing, soil treatment of athletic fields, flagpoles, fences, gateways, 
etc. that irr? not !^ part of build Inn; and df»nolltlon work In connec- 
tion with the Improvement of land. 
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Uq\ idlnqs 



This account records the construction or purchase costs of bufldlnqs and 
additions. Including advertising cost<5^ architectural and englneerino fees, 
blueprinting, inspection service, tests and examinations; demolition costs 
when In connection with the construction of a new building; Installation of 
plumbing, electrical, sprinkling, and warning systems; heating and ventila- 
ting fixtures, attachments and bultt-ln fixtures; major renovations and 
expenditures directly related to the construction or acquisition of 
bui Idlngs. 

6300 Books 

Purchased for new libraries or major expansions* 
6400 Equipment 

Recorded here are expenditures for equipment defined as movable plant assets 
which can be used for a year or more w?thout material change In form or 
appreciable Impairment of their physical condition. This object classifica- 
tion Includes such Items as desks, chairs, vehicles, machinery. Instruments, 
etc. 

6500 Lease'-Purchase Agre^nents 

This Is used to record expenditures of a contractual nature which will, over 
a period of time, lead to the addition of a plant asset to the Institution. 

7000 OTHER OUTGO 

7100 Debt Service 

eot service^ consists of expenditures for the retirement of debt and for 
Interest on debt, except principal and Interest on current loans (money 
borrowed and repaid during the same fiscal year)* 

7200 Tuition Transfers 

Includes payments under Interdlstrlct attendance agrewients and other pro* 
grams specliplcaMy provided In the Educatlcm Code. 

Note that Interdlstrlct payments for specific services such as health, ad- 
ministration, and instruction provided by one district for another or for 
the transportation of students to the schcK>1s of the district maklnq the 
payment should be charged to the appropriate object expenditure classifica- 
tion applicable to such service. 

When such an Interdlstrlct payment Is received. It must be accounted for 
and recorded on any financial reports a reduction of the expense for such 
services. The gross amount expended, the airount recovered by payments from 
one or more other districts, and tha net amount of expense are desirable for 
local financial cost studies, and costs should be available for state reports 
f requested. 
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Interfund Transfers 



7400 Other Transfers 

7500 Student Financial Aid 

This Includes actual expenditures for student aid In the form of grants, 
fellowships, scholarship?, tuition reduction, etc., are recorded. Payments 
to students for services rendered should be classified as salaries and 
wag<»s rather than student aid. 

7900 Appropriation for Contingencies (formerly Undistributed Reserve) 

Appropriation for contingencies Is thdt portion of the current fiscal year's 
appropriation that Is not designated for any specific purpose but Is held 
subject to the Intrabudget transfer; that Is, transfer to other specific 
appropriations as needed during the fiscal year. No expenditure shall ever 
be recorded under this classification; It is an appropriation classification 
only. 



ACTIVITIcS 

Beginning with the 1974-75 fiscal year actual expenditures are to be classified 
by activity and by object within each activity. The state reporting Form CCAF-31 f 
Is based upon 37 discrete activities. However, the budget and accounting struc- 
ture contains a number of subactl vltles, resulting In a minimum breakdown of 53 
activities. This makes the system nearly compatible, at the "subprogram" level, 
with the Programs Classification Structure (PCS) developed by NCHEMS at WICHE. 
Compatibility serves primarily two purposes: (I) enables districts to utilize 
tools which may be based upon PCS and (2) provides the capability for Interstate 
and federal reporting If this occurs In the future. Therefore, while districts 
would maintain a breakdown of 53 activities, they wilt be required to report to 
the state for just the 37 activities. 

This is a minimum structure and districts may use additional activities as are 
found to be useful. Some of the activity centers recommended by the CJCA Ad Hoc 
Committee may also be useful In district budgeting and accounting. Figure lll-l, 
pages 111-13, 14, and 15 presents a con^arlson of (I) new structure, (2) previous 
public school accounting structure, (3) "activity centers" developed by the CJCA 
cornmlttee, and (4) Proqram Classification Structure developed by NCHEMS at WICHE. 

This structure Is designed for measurement of "Direct" costs of activities carried 
on by college districts. There is no attempt to define "Indirect" costs or de- 
velop n^ound rules for their allocation. Definition of such measures as Indirect 
costs, fixfid and variable costs, average and marginal costs nwst be predicated 
upon specific decision problems, and are described In Appendix R. 

The instructional activities are the major discipline categories of the Classi- 
fication of Instructional nisclpllnes (CIO), attached as Appendix C. The CID 
Is a modification of the HCGIS taxonomy developed by USOE. The CID Is discipline 
oriented, removing the ambiguity between "terminal" and "transfer" Inherent In 
the HEGIS. Consequently, ClD may be used to classify courses and related stu- 
dent enrollments, but not student majors or objectives In Community Collec»s. 
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The instructional I activities include district resources directly used In provi- 
sion of instructional services. Once a course Is categorized within an activity, 
the staff and other resources directly required for its conduct may be similarly 
categori zed. 

The ICHEMS PCS categorizes the major discipline divisions as "program catogorips." 
Within the instructional area the PCS defines several "sub-proqrams" as well. 
These subprograms are not totally applicable to the comprehensive Community Col- 
lege. The distinctions made are as follows: general academic Instruction, occu- 
pational and vocational Instruction, special session Instruction, extension (for 
credit), and supplementary services (tutorials, remediation, short courses, and 
noncredlt compensatory training). In addition, WICHF defines community ediicatlon 
In terms very similar to the Community College adult class. The occupational 
vocational distinction Is based upon use of the "5000 series" of the HFGIS Taxo- 
nonv. That series is not entirely useful for purposes of the comprehensive 
C'.-^i^unlty Collage and there may be many VEA qualifying courses that would be 
.Ateqorized under the general academic area. Consequently, for the time 

in^, it appears that the appropriate accumulation of costs and resources for 
:ontlnuing and occupational and vocational education must be derived from the 
r'3^ortlng forms and simply deducted from total data reported on the CCAF-3II. 

Alf direct expenditures for Instructional purposes, both graded and unnraded, 
mI II be reported in the 25 major activity categories of the CID. Activity 
measures will Indicate the level of various kinds of activities such as adult 
classes, VEA qualifying classes, and others. (These measures are discussed In 
Part V.) 

Instructional activities are as follows: 



0100 


AGRICULTURE AND NATURAL RESOURCES 


0200 


ARCHITECTURE AND ENV IROM'^NTAL DESI(?N 


0".0 


REGlOr^AL STUDIES 


;400 


BIOLOGICAL SCIENCES 


J500 


BUSINESS AND rtANAGEMENT 


0600 


COMMUNICATIONS 


0700 


COMRJTER AND INFORMATION SCIENCE 


0800 


EDUCATION 


0900 


ENGINEERING AND RELATED FIELDS 


1000 


FINE AND APPLIED ARTS 


1 100 


FOREIGN LANGUAGE 


1200 


HEALTH SERVICES 


1300 


HOME ECONOMICS 


1400 


LAW 


1500 


LETTERS 


1600 


LIBRARY SCIENCE 


1700 


f^THEMATICS 


1800 


MILITARY STUDIES 


1900 


PHYSICAL SCIErCES 


7000 


PSYCHOLOGY 


?too 


PUBLIC AFFAIRS AND SERVICES 


2200 


SOCIAL SCIENCES 



I I I ~ 8 



500U 
4900 
5300 



COMMERCIAL SERVICES 
INTERDISCIPLINARY STUDIES 
APPRENTICESHIP 
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INSTRUCTIONAL SUPPORT 



60XX Academlr Administration 

60XX Course and Curriculum Devplopmflnt 

This activity consists of the administrative support and rrBnag€w^nt of 
instruct ional activities. Typically Included are deans of Instruction, 
division chairmen, and their support I nf] staff. Coordinators, supervisors, 
and departmental chairmen and their support would not be reported here but 
rather in the approprir-^te CIP categories to which their efforts In (I) 
faculty supervision and evaluation and (2) course, curriculum, and budget 
development are directed. 

Included here are such Investments as division or Institution wide commit- 
tees and work In tHo factilty senato. 

Differences in the subf unctions deal with whether -©sources are used for 
current operations (Academic Administration) or primarily as Investment In 
future Instruction (Course and Curriculum Development). Curriculum conwnlt- 
tees are an example of the latter, even though some of their efforts Is 
spent on current year course problems. 

6100 INSTRUCTIONAL SERVICES 

6IXX Library 
6IXX Media 

6 1 XX Museums and Galleries 
6 1 XX Tutorlnrj 

The library activity includes activities that directly support the operation 
of catalog or otherwise classified collection of published material. Media 
services would exclude the audio equipment operation within a lanyuage lab 
(accounted under a CID category) unless the operation exists separately from 
the lab and provides similar services across the Institution, Dial access 
centers and learning resource centers would be Included In the ^tedla services 
category. If television facilltie<i, equipment, and personnel are providing 
g^jneral service to mfloy disc I pi inns, they are Included under fteoia services » 
rather than any one ClU category. Museum:; and galleries are related to the 
col!oc*>on, preservation, and exhibition of historical materials, art objects, 
scientific displays, etc. Tutoring renters and tutoring conducted within 
specific In'-.truct lonal departments would t>r> assigned to this categorv. 

0200 Atjt^lGSIONS AND UTPMl)', 

Included in this activity nro the rosourro'-> devf>ted to student adm{5';lons 
and evaluations, transfer ovalunt Ions, regir-.t rat Ions, transcripts, degree 
f nrt i f icfjt lofis, and studf^nt rorordn, st-it ist ics, dnd publications. 
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6300 



rODNSFLiNG AND GUIPANCF 



This includes the counseling servlc*^ and career guidance •for tho r.tudont 
body. Excluded Is any informal counseling or "advlslnq" by t*»achlnn 
per Sonne I . 

6400 OTHER STUDENT SERVICFS 

o4XX Student Personnel Administration 

C4XX Financial Aid Admini strati on 

64XX Health Services 

64XX Housing Services 

64XX Student Transportation 

Student personnel administration Includes the dean or assistant dean of stu- 
dents and supporting staff engaged In the college or distrlctwide adminis- 
tration of student personnel activities. Financial aid does not Include the 
dollars for actual grants and scholarships but rather the cost of adminis- 
tering such aid along with loans, and determinations of financial need. 
(Actual aid payments would be recorded under Transfers, 7300.) Efforts at 
placing student. In work *«>uld be Included. Transportation Is that 
Involved In taking students to and from the college and does not Include 
field trips for courses or other specific purposes. The latter would be 
charged as an operating expenditure to the appropriate CID Instructional 
category. Health services encompass those activities now Included under the 
school accounting manual category 400. This Includes medical, dental, 
psychiatric, and nurse services for students. 

6500 MAINTENANCE AND OPERATION OF PLANT 

This includes all services required for the operation and maintenance of the 
Institution's grounds and facilities: utilities, building maintenance, 
grounds maintenance and related custodial services. Excluded from this are 
expenditures for new facilities. 

6600 PLANNING AND POLICYMAKING 

This consists of all central executive- level activities concerned with the 
management and long-range planning of the entire district, as contrasted to 
any one program within the district. Ntost prominent here Is executive direc 
tlon, consisting of the governing board, the chief executive officer, and 
the senior executive officers (e.g., coltege-wlde and distrlct-leve! manage- 
ment. Including superlntendnets, presidents, assistant superintendents or 
vice presidents and their staff). Also Included are those operations 
devoted to legal services, analytical studies, and the planning of Institu- 
tional budgets and facilities. 

6700 GENERAL INSTITUTIONAL SERVICES 

67XX Fiscal Operations 
67XX General Administrative 
67XX Logistics 
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b7XX Staff ServlcM 
67XX Community Relations 



Fiscal operations Include budget control^ audit. Investment accounting, pay- 
roll, and management of contracts and grants. General administrative 
services include a 1 1 non Instructional data processing, personnel manan<^ment, 
and mdintenance of "employee records. (Instructional data processinq such as 
computer assisted Instruction to the CID category related to the course, just 
as would closed-circuit television used In teach Inq specific courses,) Loo* 
istical services Include campus security, fire protection, insurance envi- 
ronmental safety, purchasing, warehouse and stores, the equipment pool and 
property management, and communications services such as reproduction and 
printing. In addition, specific staff transportation services such as a 
garage and motor pool would t>e placed here. 

Staff services are activities designed for the convenience of staff. In add I 
tlon, participation of nonacademic employees on committees such as CSEA would 
be Included. Community relations Include such activities as maintaining 
relationships with the general community, alumni, or other constituents as 
well as development and fund raJsinp, 

(The above categories encompass costs traditionally termed as the "current 
expense of education." With the exception of certain expenditures: oupl I 
transDortatlon, EOA, lease agreements, etc., this forms the basis for the 
"50 percent law" calculation In Education Code Section 17503.) 

6800 COfWNITY SERVICES 

This Includes activities providing general public servlcns to the community 
at large or spcK^lal groups within the community. Included are such activi- 
Ties as conferences, lecture series, institutes, recreational activities, and 
civic centers. Specifically excluded arf^ adult education classf?s for which 
state apportionment Is received. The tatter would be r^ordf^d unrior the 
appropriate CIO discipline category. Museums and galleries ^rn Included If 
funded from the community service tax. 

6W AfCILlAPY SFRVICES 

b^^XX Frx)d 
09^X Parking 
69XX Bookstore 

r>orlal anrj Cultural l)ovelopm<^nt 
C9XX Student Mousing (Dormitories) 
(j9AA Child C^ro Centers 

Th*^ first thrf!e subfunrt|on% are sol f-oxplfinatory. Social and cultur^nl 
duvolopment Inrludos student actlvrtleji, surh .^s tho nf»wspaper rin<l assrvcK"^- 
tlons, Intorrol leglate athhjtirs, and Intramural athlf^tlrs wMrh aro not a 
part of the physiral education curriculum. Student housing activity would 
Include that devoted to the operation of dormitories and actual housing 
facilltios by tho rollogo. 
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AUXILIARY (PERATIONS 



Incluaed In this function are tho spf»rlnl|y fuodfid artivltle'^ {oftc>n tonnort 
"programs"') whicn dru not typically ai<jOClatefl fjither with regular instnir- 
tion or nonlnstructional functions described ahove. Included oro pronrnn<^ 
such as HOPS, WIN, MDTA, Headstart, EGA, etr. Possible Indirect ovorhoad 
from nonlnstructional functions which may "sunnort" thf»so programs (penorol 
administrative services, logistical services, maintenance and oper?»t|on of 
plant, etc.) would not be Included here. Also Included are activities In- 
dependent of the institution's mission su'^h as operation of comnerrial 
rental property for income. 

7100 QUILDINH 

Included In this function are th<= resources and capital outlay expenditures 
required in developing campus physical facilities. The school accounting 
manual carried such expenditures in category 1200. The expendlturr? objects 
reported for this function are listed under capital outlay and differ from 
those used In functions devoted to current operations. 

7200 DEBT SFWICF 

7300 TRANS FFRS 

7900 CONTINGENCIES 
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ABATEhENT OF EXPENDITURES 



Abatement of expenditure Is the cancellation of a part or the whole of a 
charge previously made, usually wing to refunds, rebates, resale of mate- 
rials originally purchased by the school district, or collections for toss 
or damage to district property. Abatement of expenditure applies to both 
current expense and capital outlay expenditures from all funds. Tuition 
receipts, fees, and rentals shall not be treated as abatements of e>q>endlture. 
This definition must be observed in making all decisions as to whether a 
receipt is to be reported as income or as an abatement of expenditure. 

The basic distinction that must be borne tn mind is that an abatement of 
exponditure must always represent a receipt that cancels a part or the 
Mhole of a determinabie item of previous expenditure. If a re<»{pt cannot 
be substantiated as a cancellation of a specific expenditure. It imist be 
reported as income. 

Tna term receipt, as used here, is to be considered as referring to the 
receipt of cash, ex^pt In those districts in which the accounting is on 
an accrual basis. Districts operating on an accrual basis enter an abate- 
ment of expenditure prior to the receipt of cash, that is, as an account 
receivable. Adjustments between expenditure accounts to correct errors In 
the distribution of charges should not be considered as abatements of 
expenditure. 



ACCOl^TING INSTRUCTIONS FOR A8ATE^€^f^S 

Receipts '*-hat represent cancellations of expenditures must be accounted as 
abateiT>i r.rs of expenditures previously incurred by crediting such reraipts 
to ttta respective expenditure accounts, thereby eliminating any credit to 
income accounts. 

Receipts representing abatements of expenditures must be accounted by abating 
the appropriate expenditure accounts during the fiscal year in which the re^lpts 
and the expenditures occur. In no case may receipts of a current fiscal year 
be accounted as abatements of e>9enditures of a prior fiscal year, unless such 
receipts were accrued by the establishment of an account receivable In the 
prior fiscal year. If an afcatement does not occur In the same year as the 
expenditure or a receivable has nof been set up, the receipt should be shown 
as a receivable when It occurs and will, therefore, be an adjustment to the 
beginning balance. It should not go into either Ina>me or e>q>ense. 

Abatements of expenditures must be accounted as such at the time that the 
receipts occur throughout the fiscal year by immediately crediting the 
receipts to the appropriate expenditure accounts Instead of crediting them 
to any Income account. 

Except as the accounting is maintained on a current basis In the records of 
the county superintendent of schools and the Cowngnity College district, 
must report to the county superintendent at the end of the fiscal year on 
ail abatements of expenditures. 
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AH appropriations, apportionments, subsidies, or grants-in-aid from any 
governmental unit imjst be accounted as income receipts, not as abatetnents of 
expenditure. 



USE OF CX)NTRA ACCOUNTS 

Whenever abat«nents of any particular type are numerous, and especially if 
considerable amounts are involved, it Is recomnendod that the credits be 
made to a contra account instead of directly to the expenditure account. 
The contra account should be identified as '^Abatwnents of " {Insert- 

ing the name of the expenditure account to which It relates}, it should be 
maintained adjacent to the a>rrespond{ng expenditure account In the expendi- 
ture (or appropriation) subsidiary ledger. The contra account will receive 
only credit entries for abatements. By this procedure, the undesirable 
features of a "mixed" account are avoided, and gross expenditure, abatements, 
and net expenditure can be determined easily at any time. 



RELATIONSHIP OF ABATEMEffTS OF EXPENDITURE TO APPROPRIATION CONTROL 

Regardless of whether abatements of expendlturA are treated as direct credits 
to expenditure accounts or as Indirect reductions of expenditure by the use 
of contra aa»unts as described under the preceding heading, the control of 
expenditures must be In terms of net expenditures. Districts that anticipate 
abatements of e>^ndlture items should prepare their bud^ts on the basis of 
net expenditures and attach supporting schedules indicating the anticipated 
gross expenditures and the anticipated reduction by reason of abatements of 
such expenditures. 



PR^^«:lPAL TYPES OF ABATEMENTS OF EXPENDITURE 

The following receipts RHist be accounted as abatements of e)^endlturas If 
receipt and expenditure o<^ur In the same fiscal year: 

1. Receipts from sales of supplies and new materials at cost 
(a) to students for personal ownership (e.g., art and shop 
materials); (b) to students by means of vending machines 
dispensing articles supplied by districts; or (c) to other 
governmental units, including Community Col le^ districts 

NOTE: Some of these sales may be credited to stores accounts 
Instead of being abated to expenditure e^counts, depending 
on the local accounting methods enp toyed. 

2. Refunds of overpayments (a) from teachers and other employees; 
or (b) fr&n vendors and other payees 

3. Refunds for return of containers, oil drums, wire spools, and 
the lUe 
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4. Relffibursenent of cost of repairs or naplacement of damaged or 
lost property (a) from students, parents, or guardians for 
loss of books or damage to district property; or (b) from 
contractors or any other Individuals for damage to or loss of 
district property 

5. Refunds from a transportation company for unused portions 
of carfare books, tickets, and the like 

6. Refunds of gasoline tax for nonhlghway use 

7. Cancelled warrants (not outlawed warrants) 

8. Receipts fron sale. In lieu of trade-In o^ used equlpnent 
being replaced, sud) as aut<^biles, typewriters, and the 
tike 

9. Refunds of premlims or dividends on insurant 

10. Receipts from settlements of Insurance claims on account 
of building, supply, and equipment losses (a) of any 
amount received for loss of a building requiring replace- 
ment or reconstruction within the current fiscal year; or 
(b> any amount received on account of a l^s of supplies 
or equipment 

NOTE: The total amount recorded as an abatement of 
e>^endltures made for repair or rep I a^ment of supplies 
or equipment losses shall not exceed the amount expended 
for this purpose during the same fiscal year. 

n. Receipts from the sale either of a portion of a new site 
or of buildings or improvements thereon 

12. Receipts from subleasing an imused portion of premises that 
the district had to rent as a whole to obtain the portion 
dtfslred for college purposes 

HOfTtt Any wnounts rece{\^d In ex^ss of the related expense 
shall be nso?rded as mls^llaneous revenue (InciMDe), and not 
as abatements. 
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IV 

SUPPLIES, EQUIPMENT AND CAPITAL CXJTLAY 



Distinguishing between supplies and equlpnwnt and between equipment and capital 
outlay Is frequently difficult. However, districts must correctly Identify each 
expenditure to maintain necessary accounting uniformity. 

Determining whether an Item Is equipment or supplies can be detertnlned by the 
length of time It Is serviceable and Its contribution to the plant value. Sup- 
pi i*»«5 are coftsuf«ed and replaced without Increasing the valiw of physical 
properties of the district. Equipment has relatively permanent value — Its 
purchase Increases the value of district physical property. 

Expenditures for equipment, Improvanent of sites, and building are usually 
charged as capital outlay; those for supplies, as current expense. The original 
purchase of equipment or of aipaclty-expandlng equipment Is recorded In object 
classification 6400; expenditures tor replacement of equipment are charged to 
4800. 

All Community College districts should use the same criteria for making these 
decisions. 

Criteria to OIstinQulsh Supplies From Eoulpment 

St^plle^ are expendable, const^d or worn out, deteriorating in use, or easily 
broken, damaged, or lost. ExaNnples: o^p-r, pencils, cleaning materials, nails, 
scissors, test tubes » thumbtacKs, and keys. 

Items with relatively short service life and replaced frequently are charged as 
supplies. Examples: broon«, chamois, and rubber stm^b. 

Some articles do not belong to either of these groups. They have characteris- 
tics of equipment but low unit cost, are frequently lost, broken, or worn out 
and replaced In normal use. To obtain uniformity, the classifier should assign 
Items to the various classifications on the basis of the answers he must give to 
questions In the following list which pertain here. If the answer to any one of 
these five questions is yes, the Item should be classified as a supply, and 
recorded under object classification 4000 except for classification 4800, 
Equipment I^laoement , If all answers are no, the Item should be classified 
under object classification 6400. 

1. Does the it^ lose Its original shape and appearance with use? 

2. is It constable, with a normal service life of less than two years? 

3. Is It easily broken, dami^d, or lost In fK>rmai use? 

4. Is It usually more feasible to replace It with a new unit than repair 
It? 

5. Is It Inexpensive having the characteristics of equipment? Does the 
small unit cost make It Inadvisable to capitalize the item? 
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Criteria for Identifying Capital Outlay 



Capital outlay expenditures result In acquisition of capital assets or additions 
to capital assess. These expenditures are for sites; In^roveinent of sites; 
buildings or their linproyement; and purchase of Initial or additional equipment. 

Equipment (6400) Includes movable personal property of a relatively permanent 
nature and/or of significant value. Examples: furniture, machines, musical 
Instruments and vehicles. 

Nonconsumable articles generally classified as supplies should be classified as 
equipment if they are purchased to start or expand materially the equipping of 
another facility. Equipment constructed by district employees should record the 
cost of the materials and labor as the total cost of the item produced. 

New sites and Improvement of sites (6110, 6120) Includes acquJsltlon of land, 
InprovBirent of new and old sites and adjacent ways, and acquisition of physical 
property of a permanent nature attached to land. Examples: land, curbs, grad- 
ing, playground surfacing, retaining walls, sidewalks, storm drain systems, 
landscaping, driveways, parking lots, fixed playground apparatus, and flagpoles. 

Building (6200) Includes new construction, in^rowments and remodeling, fix- 
tures, and service systen®. Construction or purchase of new buildings and 
additions, Includes advertising costs, architectural and engineering fees, blue- 
prints. Inspection, tests and examinations, demolition, razing of existing 
obsolete or old buildings to clear sites for new buildings, building fixtures 
and service systems, and any other expenditures directly related to the construc- 
tion or acquisition of buildings. 

Also included are alterations, remodeling, renovations, and replacenwnt of build- 
ings In whole or In part. Such Improvements Include replacing existing building 
units or constructing In^roved or superior units, usually resulting in more 
efficient or longer- lasting property. Significant Improvement should be con- 
sidered a capital outlay. 

Improvement of buildings must be recorded under object classification 62O0. 

Fixtures Include attachments to buildings that are not subject to transfer or 
removal, presumably function as an Integral part of the building, with a fairly 
long and useful life. Such fixtures are generally ac<»pted as real property and 
lose functional Identity as separate units. 



Service Systems 

Service systems serve a single function throughout a building; are usually 
Included as a part of the original construction or subsequently added; are ewi 
Integral part of a building; and are expected to have a long and useful life. 
Such systems are generally accepted as real property and lose Identity as separ- 
ate units. Examples: Intercommunication systen® or alr-condltloning systems. 
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To be classified as either a building fixture or a service system, an item must 
conform to five criteria: 



1. Attached permanently to the building, 

2. functions as part of the building, 

3. removal of the Item results In appreciable damage to the building or 
impairs the designed use of the facility, 

4. Is generally accepted as real property (not personal property), and 
3. loses identity as a separate unit. 

Fixed assets can be acquired by purchase, rental, lease, or lease with option to 
purchase. Purchase of a fixed asset Is charged as any other purchase for which 
tltte passes upon receipt of payment. 

Rental of a fixed asset does not increase the assets of the district and there- 
fore Is not capital outiay. Flentals are charged to 5600, except for equipment 
rented for specific capital outlay projects (e.g., a tractor for a major land- 
scaping project). The latter should be added to that project as a capital 
expenditure. 

Lease of a flsad asset where title does not pass to the district Is charged to 
5000. 

Lease with :^t!on to purchase a fixed asset is charged to 6500. 
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ACTIVITY MEASURES 



Activity measures identify fhe resources used In each of the activities carried on 
by the college or district. These data provide the overt explanation of expendi- 
ture levels and the basis for decisions related t< the Interna I or technical 
efficiency" of the Community College operation. ^ Is possible, for example to 
examine the efficiency of registration and adml?:- ons or plant maintenance acti- 
vities from year to year or compared to other lnf^» » ^utlons with similar activities. 
Objective activity measures (such as applications students processed) provide 
the capability to evaluate Internal college efficiency and explore alternative 
•arrangements for Increasing that efficiency. 

Instructional activities (listed In the CID) may be measured by a number of 
traditional Indices. This Is not true for non instructional activities such as 
maintenance of plant and library for which measures will be developed later with 
the assistance of college personnel. 



INSTRUCT I Of 4 

Separate activity measures are recorded for each of 25 major discipline divi- 
sions of the CID. The measures are as follows: 

Full-Time Equivalent Staff , for the following staff types: 

Certificated, Regular Schedule, Teaching 
Certificated, Regular Schedule, Monteaching 
Certificated, Other, Teaching 
Certif lcat<*d. Other, Nonteaching 
Classlflen, Classified Servlco, nonlnstr^fctlon 
Ctasslfind, Classified Servian, I nstrucf lonat Aifl 
^Massif lod. Other, Monln5tru<;t lor* 
Class! f tod, Other, Instrucftonal Afd 

**Full-t}me equivalency" (FTE) Is dotermWiod by uacf* disfH<:f. Comrr^on pr.i<-f|r.H 
is to specify a certain number of ''teaching or If^ture unit oqui v^lonc Ins" 
(TUE's or LUE*s) as the full-time assignment of an Individual faculty member 
on contract under the regular certificated schedule. Each TUE or LUE Is based 
upon one hour of lecture or one hour of laboratory weighted by a factor of 
less than one (depending upon district or colleg« policy)* 

The basis for developing FTE for Certificated, Other would be the same lUF or TUE 
policy used In the district for faculty on reqular contract. 

FTE measures for Classified staff In the Classified Service also are determined 
by each district. Again, FTE's for hourly, part-time or others not In the 
classified service would be the same basis as for those In the service. 



Section Size 



This involves, for each CID discipline division, recording the nunrft^or of students 
in each course sections, graded and ungraded, tauqht in the Instruc-^fonal propram 
of the district. Section size Is determined as of (I) census week in graded 
courses or (2) the actual average over the term or 1/5 of the way Into the term 
for nongraded courses, (Community service courses would be excluded.) The 
mean and, at least, the following distribution would be recorded: 

number of courses with 0 - 5 students 

6-10 
I f - 20 
21-30 
31 - 40 
41 - 50 
51-75 
76 -100 
More than 100 

Courses (number) 
Sections (ni^ber) 

Weekly Faculty Contact Hours (WFCH) 
Weekly Student Credit Hours (WSCrH) 
Weekly Student Contact Hours (WSCH) 



In all Instances of measuring course activity (whether it be students, faculty^ 
number of courses, etc.), measurement would be made at census time, l»e., fourth 
week of semester or quarter, second week of summer or one-fifth of the way Into 
any other irregular term. In each case the measurement unit rolatas to the term. 
Thus, w.^CH would be weekly semester or quarter term student contact hours for the 
year. Measures for summer and other Irregular terire would be converted to semes 
ter or quarter equivalents: weeks In term/ 16, 17, 18 — as appropriate — for 
semester system colleges or weeks In term/I I, 12, 13 — as appropriate — for 
quarter system colleges. 

These measures would be recorded for each of the 25 Clf; major discipline divi- 
sions. In addition, the measures would be recorded for the foll<n*lnn course 
types: 

1. Graded Classes 

2. Adult Inongraded) Classes 

1. Vocational Education Act (V£A) Qualifying 

2, Not VEA Qualifying 

(Based upon criteria In California State Plan for Vocatlor.al Education) 

1 . Kegular Term 

2. Summer or Special Session (reported for fiscal year In which 
session Is completed.) 

1. Day (starting prior to 5 p.m.) 

2, Evening (starting after 5 p.m.) 
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1 . Lecturo 

2. Laboratory-Actl vi ty-DIscussI on 

3. Coordinated Instruction Systens 

Coordinated Instruction Systems courses may includn activity beyond ju'-,t the^ 
state approved programs, and in which a variety of tnaching methods arc utillzfid, 
Including mechanical and electronic devices, sel f-l nstructlonal material and 
other similar teaching techniques. 



?JOrnNSTRUCTION 

PTE staff measures similar to the instruction activities should be usod for 
non I nstructlonal functions, excepting certiftcatod Individual whoso contract 
is based upon 12 months' employment and who represents I FTE. (This contrasts 
with the 10-month employee, who works 12 months, whose salary is basnd upon a 
factor applied to the 10-month rate, and who represents 1+ FTE.) 

Activity measures for nonlnstructiona I functions are to be developed. 



VI 

GENERAL AND SUBSIDIARY LEDGER ACCOUNT I ^« 



General ledger accounting Is reconwnended, though not required. 

This discussion of general ledger accounting, prepared Initially for elementary 
and secondary schools. Is applicable as modified to Oommunlty College budgeting, 
accounting and reporting. 

Definition of General Ledger Accounting 

A general ledger Is a basic group of accounts In which are recorded Isummary or 
In detail alt transactions of a fund. Each fund should have Its own records. 
Including a se I f-ba lancing general ledger and subsidiary ledgers as needed, 
regardless of how small or brief such ledgers may be. This should not be con- 
strued as necessitating separate binders for loose leaf leadger pages or separate 
trays for machine-posted ledger sheets; the physical separation achieved by divi- 
sion leaves or guides Is sufficient If the self -be lancing principle Is maintained 
for each portion. 



General and Subsidiary Ledgers 

Ledgers are comprised of accounts. An account Is a device, usually a separate 
page, sheet, or card for the accumulation of debit and credit postings and the 
determination of the excess of debits or credits, known as the debit or credit 
balance, respectively. Accounts usually provide for the columnar showing of 
date and posting reference and often for some description of each posting. 
Accounts usually have separate columns or fields for debits, credits, and 
balances. 

AM accounts may be carried In a single ledger. Proof of the accuracy, complete- 
ness, and balanced condition of accounting can be achieved by trial balance, 
which should be taken frequently, at least monthly. Other means of verifying 
account balances should be utilized regularly. For example, the balance of the 
account. Cash In County Treasury, should be reconciled with the records of the 
county superintendent of schools or of the a>unty auditor on a regular, periodic 
basis. (The county treasurer's records normally shw a larger balance, the dif- 
ference representing warrants not yet honored.) The account. Revolving Cash 
Fund, can be verified by making a count of cash and receipts for disbursements. 
Other acosunts are susceptible to proofs of various kinds. These checks or 
proofs should be employed regularly. 

Most accounts named here are needed by most districts. However, certain accounts 
may be of little use to some smalt districts. On the other hand, there are spe- 
cific divisions of certain accounts useful to large urban districts. For example, 
large districts eir^loy workmen for maintenance, alteration, and minor construc- 
tion. Proper accounting of labor and material for job accounts and work orders 
each fiscal year requires a Work In Process or similarly named account, maintained 
on the encumbrance basis. 
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If ledger accounts become too numerous. It Is more difficult to apply the trial 
balance proof. Accounts of similar nature are removed to a subsidiary ledger 
with substitution of a single controlling account In the General Ledger. Two 
3i.Lsl'jlarY ledgers with controlling accounts aro explained here. Other examples 
or controlling accounts for which subsidiary ledgers (or comparable suppor+lnn 
detain Should be maintained Include the following: Accounts Receivable, Invest- 
nnnt'i in Securities, Stores, Prepaid Expense, Fixed Assets (four kinds of 

property). Current Liabilities, and Reserve for Encumbrances. 

Accounts pertaining to Income may bo maintained In the General Ledger. Analysis 
by oource should parallel the pattern of the district budget form, using an 
account for each source. A subsidiary ledger Is often desirable. Each account 
should contain two parts — actually two accounts. The first part should be used 
for estimated Income. The second part should be used for actual Income. The 
afiount by which estimated Income balance (debit) exceeds the actual Income bal- 
ance (accumulated credlrs for the year to date) represents unrealized Income: 
the anticipated amount for the remainder of the fiscal year. Actual Income in 
excess of estimated Income signifies an underestimate. The two portions of the 
several Income ledger accounts are controlled by General Ledger accounts. Esti- 
mated Income and Income. 

Accounts pertaining to appropriations and expenditures are maintained only In the 
General Ledger. However, the required classes of expenditure are sufficiently 
numerous to justify the establishment of a subsidiary ledger. Further, the statu- 
tory requirement for appropriation control of expenditure Is facilitated by use of 
a special form which Is not suitable for General Ledger accounts. This subsidiary 
ledger Is usually called an Appropriation Ledger which contains a mlnlmjm of two 
parts: for appropriation (credit) and expenditures (debit). Expenditures are 
limited by appropriations with respect to the major classes of expenditure. 

Expenditures are classified In two ways within the subsidiary ledger: In detail 
by activity and In summary by object of expenditure. For example. Instructional 
supplies would be posted to each using activity then subtotaled to the object 
account for control. The total of all of the object accounts would support the 
subsidiary entry In the General Ledger. 

Every proposed expenditure should be compared with the unencumbered balance 
(appropriation mlni^ expenditures and encumbrances) of the proper account to 
determine whether the balance Is adequate. Expenditures Include not only those 
Items for which payments have been made but also those that have become current 
liabilities. There often are appreciable delays between the time that goods or 
services are received and the time of e>q)endlture posting. The Interval between 
authorization and consummation of an expenditure may be even greater. For these 
reasons, recognition must be given to all outstanding commitments against each 
appropriation account when considering ej^endltures. This Is accomplished by 
Informal methods in relatively small districts. For large districts, the encum- 
brance accounting mehtod Is generally used so that each proposed expenditure Is 
compared with the unencumbered balance (appropriation minus expenditures and 
encumbrances.) The Appropriation Ledger accounts are controlled by General 
Ledger accounts designated as Appropriations, Expenditures, and Encumbrances, 
respectively. 
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Transfers *or tuition and the like are not classed as expenditures in the strict 
meaninq of The form; however, transfers should be accounted for In the Approorfa- 
tlon U.,,er. Appropriation for Continqencles Is an appropriation that should be 
carried in the Appropriation Ledger althouqh no expenditures should ever be 
charged to that category. pTeneral Reserve should be a General Ledger account 
onlv. Stores is a General Ledger account. 

Appropriation control is not necessarily maintained for all of the Subordinate 
accounts for which expenditure analysis Is deslresd. 

The account inq of income and of expenditures, as currently practiced In most 
districts. Is on a cash basis durinq most of each fiscal year. At the close of 
'.3ch fiscal year, modification of a cash record Is required by the entry of cur- 
'ciT liabilttios, representing expenditures Incurred during the fiscal year. 
.»(nf>i larly, at the end of the year, entry of accounts receivable, representing 
income accrued durinq the fiscal year, is required. Not ail Income that has 
Theoretically accrued is required to be entered as receivable. For example, 
taxes levied but uncollected are not required to be set up as receivable for the 
;^reoaration of state reports. Since a considerable part of the accounting Is 
vorv nearly on a cash basis and since the year-end modifications do not consti- 
tute the full accrual of certain Income, the term modified cash basis may be 
employed as descriptive of accounting practices as currently authorized. 

Standard conwnerctal forms including those for both general and subsidiary ledqers 
as well a? specialized forms such as those for the Appropriation Ledger are suit- 
able in ma .V cases for either manually or machine-posted accounts. Accounts may 
also be r.itntained by computer. 



Gener a ' Ledger Accounts 

Ail General Ledger accounts commonly required for Ccmwunity College accounting 
are listed here in the following Chart of Accounts. While alt of these accounts 
are pertinent to the General Fund, they also may be applicable to the several 
other funds which a district may maintain. Brief explanations concerning the use 
of the accounts are given In each case, and In some cases comments regard Inq the 
significance of debit or credit balances of such accounts are also Included. 

Certain accounts, such as Revolving Cash Fund, Cash Collections Awaiting Deposit, 

investments in U.S. Securities, Accounts Receivable, Stores, and Prepaid Expenses, 

are provided especially for use by large districts and may be omitted by small 
districts if they are not needed. 



Chart of Accounts 



Normal 
Balance 



Assets 



9110 
9120 
^'150 
VI 40 



Cash in BankCs) (Education Code section 5758 or 7405 only) 
Revolving Cash Fund (Education Code sections 2I30I-2I305) 
Casn Collections Awaiting Deposit (Education Code sections 



Cash In County Treasury 



Dr 
Or 
Dr 



I7I52-I7207) 



Dr 
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9150 


Invastmants {n U.S. Bonds at Cost (Education Code 








Dr 


01 

7 1 C/W 


f^WwwU 1119 rxtJVO 1 vol/ 1 Q 


Dr 


9170 


Due from Other Funds 


Dr 


9180 


Student Loans Receivable 


Dr 


9210 


Stores 


Dr 


9220 


Prepaid Expenses 


Dr 


9300 


Other Current Assets 


Dr 


9510 


Assets Frozen 


Dr 


9400 


Fixed Assets 


Dr 


Liabi 1 it{es 




93(0 


Accounts Payable Current Liabilities) 




9520 


Due to Other Funds 




9530 


Temporary Loans 




9540 


Deferred 1 ncome 




Reserves 




9610 


Reserve for Working Capital 




9t)20 


Reserve for Encumbrances 




9630 


General Reserve 




9690 


Investment In Fixed Assets 




Fund Balances 




9710 


Unappropriated Fund Balance 





Cr 
Cr 
Cr 
Cr 



Cr 
Cr 
Cr 
Cr 



Buagatary and control accounts 

9610 Estimated income Dr 

9320 Appropriations Cr 

9a30 Encumbrances ^ 

9840 I ncome Cr 

9850 Expenditures Dr 

Nonooeratlng accoui^ts 
9910 Suspense Clearing Or 

Definitions of, and explanatory notes about, the accounts listed In the Chart of 
Accounts fol low; 

9000 ASSFT5, II ABILITIES, AND FUND BALANCES 
9100 Cash, Investments, and Receivables 

9110 Cash In County Treasury. Beqinninn cash balance, plus all monies 
deposited In *he county treasury less disbursements. Included 
herein are ail amounts added or deducted at the county level. 

9120 Cash In BanK(s). Indicated balances In separate bank accounts for 
Adult Education Incidentals, colteno farm accounts, and Cafeteria 
accounts If maintained by the district (Education Code sections 
5758, 7405, and 17053). 

4^ 
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9130 Revolving Cash Fund. {|> A recording of the establishment and 
nelntenance of a cash fund for the use of the chief account Inp 
officer or other deslqnated official of the district In accordance 
with Education Code sections 2I30I-2I305, 21320, 21330 and 21531. 
This fund Is similar In use and control to accounts known as 
Petty Cash. Once this fund Is established. It should be carried 
Indefinitely In the General Lodger and shown In all balance sheets 
and budgets until abolished. The amount recorded will vary only 
through Increase or decrease In the total awunt approved for the 
fund. It should be noted that the Revolving Cash Fund Is a reser- 
vation of cash within an already established fund and Is not to be 
considered or accounted for as a separate fund or entity. <2> A 
sum of money, either In the form of currency or a special bank 
account, set aside for the purpose of making change or Immediate 
payments of sflwM aim>unts. The Invoices for these payments are 
accuTiulated and the fund Is reimbursed from district funds, thus 
maintaining the fund at the predetermined amount. 

9140 Cash Collections Awaiting Deposit. Receipts not yet deposited in 
the county treasury. Including any monies In bank clearing accounts 
awaiting deposit In the county treasury (Education Code Section 
17204). 

9150 Investments In U.S. Bonds. Securities Issued by the United States 
Government In which money is Invested. Investments are carried on 
books at cost (Education Code Section 17203). 

9160 Accounts Receivable. Amounts due from private persons, firms or 
corporations, or governmental units, excluding amounts due from 
other funds of the district, including amounts billed but nof 
received. 

9170 Duo fran Other Funds. Amounts due from other funds of the district. 

9180 Student Loans R^elvable. Loans to students under federal loan 
prt^rans. 

9200 Stores, Inventories, and Prepaid Expenses 

9210 Stores. Amounts of materials, supplies, and possibly certain 
equipfwnt kept in a central warehouse and not yet charged to 
expenditures (see Part V of this manual). 

9220 Prepaid Expenses. Amounts of payments made In advance of the 

receipt and utilization of services. Prepaid Insurance premiums 
are Illustrative. That portion of the premium paid In advance for 
coverage beyond the current fiscal year is charged to Prepaid 
Expenses. Adjustments to this account In the succeeding fiscal 
years apportion the premium over the period covered. 

9300 Other Current Assets . Assets that are available or can be made readily 
available to meet the cost of operations or to pay current I labilities. 
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9310 Assets Frozen. Funds withheld untfl certain leqal requirements 
are met (e.g., funds withheld under provisions of Education Code 
Section 17503). 

9^00 Fixed Assets . Assets of a permanent character havinq contlnuinq valuR; 
e.g., land, buildings, machinery, furniture, and other equipment. The 
term capital assets Is sometimes used In the same sense, but fixed 
assets Is preferred. 

9410 land 

9420 IfT^rovement of Sites 
9430 Buildings 
9440 Equipment 

(Refer to object classification 6000 for definitions of the above 
four accounts. > 

5450 Work In Progress. An asset representing the value of partially 
completed work. 

^^^^ t-iabll ities . Legal obligations, exclusive of encumbrances, that are 
unpaid. 

9510 Accounts Payable or Current Liabilities. Amounts due to private 
persons, firms, corfxsrat Ions, or governmental units for services 
or goods r^elved prior to the end of the fiscal year, excluding 
amounts due to other funds of the district. Included are unpaid 
salaries and payroll deductions not yet remitted. Accounts pay- 
able refers to amounts that are due and payable within a relatively 
short perlfxJ of tln», usually not longer than a year. 

9520 Due to Other Funds. Amounts due to other funds within the 
district. 

9530 Temporary Loans. Short-term obligations representing amounts 

borrowed for short periods of time and usually evidenced bv notes 
payable. They may be unsecured or secured by specific revenues to 
be collected, such as tax anticipation notes. 

9540 Deferred Income. A liability account for monies received that are 
unearned at a given date, but that will be Included In Income, as 
earned, in subsequent periods. 

9600 Reserves 

9610 Reserve for Working Capital. An account set up to reflect the 

value of working capital accounts such as Stores, Prepaid Expenses, 
and Revolving Cash Fund. At the beginning of the fiscal year, 
this account Is credited with the sane amounts set up 9s debits to 
thf> previously described asset accounts. At the close of the year. 
It Is adjusted to reflect the net Increase or decrease during the 
year In these amounts. 

51 
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9620 ftoserve for Encumbrances. A reserve set up out of appropriations. 
The encumbrance procedure may be either a nKsrwrenuufn or a formal 
procedure. Under the memorandum procedure, only one account. 
Reserve for Encumbrances, Is required. During the year this 
account is a reserve set up out of appropriations. At year-end 
the outstandl*^ orders may be recorded as a reservation of sur- 
plus. Under the formal procedure, a second account, Encutubrences , 
Is needed. The encumbrance Is an offset to the appropriation 
account end may be closed against the account at year-end. 

%30 General Reserve. An account In which the budgeted reserve is 

recorded, necessary so that cash may be made available du r I nq that 
period of the fiscal year when taxes and state funds have not yet 
become available (Education Code Section 20604). 

9690 Investment In Fixed Assets. The book value of fixed assets. 

9700 Fund Balance . The difference between assets and liabilities. 

97t0 Unappropriated Fund Balance. That portion of a fund balance that 
is not segregated for specific purposes. All assets and estimated 
income available for appropriation are credited to this account. 
General Reserve, budgeted appropriations, and other obligations are 
debited. The net value of the account represents the unappropri- 
ated fund balance. 



9800 Budgetary and Oontrol Account s 

9810 Estimated Income. AM Income estimated to accrue during a given 
period whether it is all collected during that period or not. 
This account will be a separate «>ntrol account In the General 
Ledger and will include all income estimated to accrue during the 
current fiscal year. 

9820 Appropriations. Authorization granted by the Board to make expen- 
ditures and to Incur obligations for specific purposes and amounts 
within a given period. This account represents the total of the 
authorizations and Is used as a «>ntrol account in the General 
Ledger. 

Details are recorded in the subsidiary Appropriations Ledger; as 
encumbrances and expenditures are made, they are charged against 
appropriations in the subsidiary Appropriations Leoger, leaving as 
a balance the amount that may still be encumbered and expended. 

A portion of the current fiscal year's appropriation that Is not 
appropriated for any specific purpose but Is held subject to 
intrabudget transfer may be recorded In an account titled Appro- 
prlatlonfor Contingencies. This subsidiary account will be 
closed at year-end In the same manner as all other appropriation 
accounts. This appropriation Is used only for emergency transac- 
tions that were not anticipated In the original budget process. 
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9830 Encumbrances. Obllnatlons in the form of purrhase orders, con- 
tracts, salaries, or other commitments that are chargeable to an 
appropriation and for which a part of the appropriation Is re- 
served. Encumbrances are liquidated when tho obligation Is paid 
or when the actual liability Is set up. This control account 
represents the total amount of the appropriations that has been 
earmarked for expenditure for specified purposes. 

Details of encumbrances by classification or account are recorded 
In the same subsidiary Appropriations Ledger in which expenditures 
are recorded. 

9840 Income. Additions to cash or other current assets that do not 

reduce any other asset, nor Increase any liability or reservft, nor 
represent the recovery of an expenditure. To the extent that the 
accounts are l^ept on an accrual basis, the term Income refers to 
ail Income that accrues during a given period whether it Is col- 
lected during the period or not. This account will be a separate 
control account In the General Lerlger. 

9850 Expenditures. A control account that Includes total expenditures 
by warrants as well as amounts deducted at the county level. If 
accounts are naintalned on an accrual basis, all charges Incurred, 
whether paid or lyof, are Included. For accounts maintained on a 
cash basis, only actual disbursements are Included. 

Details of expenditures by classification or accounts are recorded 
In the subsidiary Appropriations Ledger. 

9900 ftoncoeratinq Accounts 

9910 Suspense Clearing. An account that carries charges or credits 
temporarily pending to the determination of the proper account or 
accounts to which they are to be posted and that may be used for 
posting of amounts not yet analyzed to decide If they should be 
Income, expenditure, or abatement. Charges that must be allocated 
or prorated may be posted In this account until such allocation or 
proration can be calculated. This account must zero balance at 
the close of the fiscal year and should be reviewed monthly. 



General Ledger Procedures 

Certain prcxiedures should be followed In opening and maintaining the General 
Ledger. 

Opening the General Ledger: 

In opening the General Ledger for the first time, care should be taken to use the 
proper accounts and amounts. These are usually available fr&n either the county 
superintendent of schools or the county auditor. 
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Determining Asset, Liability, and Unappropriated Fund Balance values. One of the 
flr»f steps In opening the General Ledger Is to list each fund's assets by title 
and amount with the total, as In the following example: 



Account 


Assets 




9110 


Cash In County Treasury 


$95,042.67 


9120 


Cash In Bank 


0 


9130 


Ravolving Cash Fund 


500.00 


9140 


Cash Collections Awaiting Daposl'^ 


24.17 


9150 


Investments In U.S. Bonds 


0 


9160 


Accounts Receivable 


1,597.88 


9170 


Due from Other Funds 


694.39 


9180 


Student Loans Receivable 


5,000.00 


9210 


Stores 


w 






1 ,572.38 


9310 


Assets Frozen 


0 




Total assets 


$104,431 .49 


similar list 


Is then made of the fund's liabilities 


• 

• 


Account 


Liabilities 




9510 


Accounts Payable 


$9//63.45 


9520 


Due to Other Funds 


113.18 




Total liabilities 


$9,876.63 



Now the total liabilities are subtracted from the total assets, and the differ- 
ence Is labeled Unappropriated Fund Balance In this manner: 

Account 

Total assets $104,431.49 
Less: total liabilities 9,876.63 

9710 Unappropriated Fund Balance $94,554.86 

This Information Is now used to prepare an opening Journal entry. This openinq 
entry Is usually made on a form Known as a General Journal Entry Form, listing 
accounts affected and showing !n separate columns the amounts to be posted later 
to the General Ledger as debits or credits. A complete file of these forms, 
either bound In a book or collected In some ether file, makes up the General 
Journal . 

Preparing the opening General Journal entry. The opening General Journal entry 
is made as fol lows: 

Jl : 

Date Account Debit Credit 

7-1-73 9110 Cash In County Treasury $95,042.67 
9130 Revolving Cash Fund 500.00 
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9140 


Cash Collections Await I na D€oosft 


24. 17 




9160 


Accounts Receivable 


1 ,597.88 




9170 


Due •*rom Other Funds 


694.39 




9180 


Student Loans Receivable 


5,000.00 




9220 


Prepaid expenses 


1,572.58 


$9,763.45 


9510 


Accounts Payable 




9520 


Due to Other Funds 




113.18 


9710 


Unappropriated Fund Balance 




94,554.86 



$104,431.49 $104,431.49 



To record assets, liabilities and unappropriated 
fund balance for the first time as of July I, 1974 

Several points should be noted as Illustrated In the preceding General Journal 
entry. First, no account is opened that Is not needed. For example, no amount Is 
shown In the original list o* assets for Cash In Bank, Stores, or Investrt^nt In 
U.S. Londs. Therefore, no account was opened for any of these assets. Should a 
need arise later In the year for any of these accounts, the account may be opened 
at that time. 

The second point to note Is that the total of the debit amounts equals the total 
of thi credit amounts. This must always be true of any journal entry. Care exer~ 
ciseci at this time In assuring the equality of debit and credit totals will avoid 
difficulty with the General Ledger later on. 

Another point to note Is the layout or "form" of the entry Itself. The debit 
accounts and amounts are placed to the left, and the credit accounts and amounts 
are placed to the right. This Is usual bookl^eeplng practice. 

A final point Is the description of the entry. This Is the explanation of what 
is being done ty means of the entry. In the Illustration, the explanation shows 
that this entry records for the first time the assets, liabilities, and unappro- 
priated fund balarnre of the fund as of July I, 1973. Some description Is always 
necessary In a General Journal entry. When at a later time entries are made from 
other sources such as payroll listings, warrant registers, and the like, explana- 
tions an usually unnecessary since the title of the form describes whet Is being 
done. 

Posting the ^neral Ledger. The General Ledger Is posted from the General 
Journal. Th© term posted means the orderly transcription of the Information from 
one place to another. Each line of the Journal Is posted to the proper ledger 
account as either a debit or a credit entry. For example. In the preceding Illus- 
tration, the first line of the Journal entry Is "Cash In County Treasury... 
$100,042.67" and Is posted to the General Ledger sheet, card or record as follows: 

Account 9110 Cash In County Treasury Page I 

Date Reference Debit Credit 6e lance Dr/Cr 



7-1-73 J I $95,042.67 $95,042.67 Dr 
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Note that the entry is made In the debit column and Is also entered In the balance 
column. In this case, the amount of the debit Is the same as the balance since 
there was no previous balance In the account. (Had there been such a ta lance, 
this entry would have been added to a debit balance or subtracted frwn a credit 
balance and the new balance entered.) Finally, In the last column an entry Is 
made to show that the net balance of this account Is a debit (Dr> balance. 

Each line of the Journal entry Is similarly posted until the entire opening entry 
has been completely transcribed to the General Ledger. Opening of the General 
Ledger is now complete. At this point a total of nine General Lmiger accounts 
will be open with balances the s»ne as shown In the opening journal entry. 

The column In the General Ledger account headed "Reference" Is used to show the 
page or other reference to the source of the entry. In this Illustration the 
entry "J I" was made to Indicate that Information for this entry was obtained from 
the General Journal (abbreviated as "J") and that It was found on page I. Other 
references will be developed for other posting sources as they are required. By 
this method any Item In the General Ledger may be traced back to Its origin with- 
out difficulty. 



Recording the Approved Budget — Income 

The approved Community College district budget form provides Information for 
recording the budget in the General Ledger. 

Determining values to be entered. The Information to be entered Is shown In 
column 3 of the budget form under the heading of income. 

The Income section of the (Jeneral Fund budget might look like this: 

I. INCOME 

8100 Federal Income 

8110 Maintenance and Operation (Public Law 81-874) $ 2,500 

8210 NOEA (Public Law 85-864) 1,000 

8500 (Combined State and Federal Income 0 

8600 State Income 

8610 Principal Apportionment 

8611 Basic and Equalization Aid 277,528 
8616 Educationally Handicapped 1,148 

8620 Special Purpose Apportionment 

8622 Allowance for Transportation 7,500 

8700 County Income 0 

8800 Local Income 

8810 District Taxes 

8811 Secured Roll 345,888 

8812 Unsecured Roll 2,700 
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8900 Incoming Transfers 
8920 Other Tuition 



3,000 



Total Estimated Income $641,264 

Each of the Items of estimated Income shoufd be accounted for separately so that 
excess Income or Income deficiencies may be readily seen. This Is accomplished 
by the use of a group of accounts known as the Income Ledger. 

The Income Ledger Is a subsidiary ledger. The total of the original estimates 
entered In this ledger agrees with the total of the General Ledger controlling 
account. Estimated Income. The subsidiary ledger (Income Ledger) and the General 
Ledger are both posted from the same journal entry. 

The original entry of the approved Income budget Is subject to adjustment later 
If Income estimates change. 

Preparing the journal entry. The General Ledger and subsidiary ledger accounts 
and the amounts for each are listed In the journal entry as a record of the esti- 
mated Income, as has been done In the following example: 

J2: 

Date Account Debit Credit 

7-1-74 9810 Estimated Income $641,264.00 

9710 Unappropriated Fund Balance $641,264.00 

Account Subsidiary Income Ledger 

8110 Maintenance and Operation (Public Law 81-874) $ 2,500.00 

8210 National Defense Education Act (Public 

Law 85-864) 1,000.00 

8611 Basic and Equalization Aid 277,528.00 

8616 Educationally Handicapped 1,148.00 

8622 Allowance for Transportation 7,500.00 

8811 District Secured Tax Roll 345,888.00 

8812 District Unsecured Tax Roll 2,700.00 
8920 Other Tuition 3,000.00 

To record estimated Income for the fiscal year 1974-75 
as contained In the official approved budget 

Several things should be noted about the preceding journal entry. First, this Is 
a General Journal entry, just like the one used to open the books for the first 
time. This one, however, also carries the Information for posting a subsidiary 
tedqor . 

Next, note that this entry Is referred to as simply a journal entry, rather than 
a General Journal entry. This Is usual practice. The term general Is used only 
when there Is a possibility of confusion If It wore omitted. 
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One should also observe the arrangement of the journal entry. The General Ledqer 
amounts are carried tn the debit and credit columns, respectively. Subsidiary 
ledqer amounts are carried to the left and do not have the balancing feature of 
debits and credits. This simply means that the single postings to the Individual 
Income Ledger accounts represent the breakdown of the total snown In the Estimated 
Income^ General Ledger, account. 

Posting the General Ledger. The journal entry for recording the approved budget 
Is posted to the General Ledger In the same manner as the journal entry that ori- 
ginally opened the books, as has been done In the following examples: 



Account 


9810 


Estimated Income 




Page 1 


Date 


Reference 


Debit Credit 


Balance 


Dr/Cr 


7-1-74 


J2 


$641,264.00 


$641,264.00 


Or 


Account 


9710 


Unappropriated Fund Balance 




Page 1 


Date 


Reference 


Debit Credit 


Balance 


Dr/Cr 


7-1-74 


Jt 


$94,554.86 


$94,554.86 


Cr 




J2 


641,264.00 


735,818.86 


Cr 



Note that In the Unappropriated Fund Balance account, this credit Is added to the 
credit balance resulting from the original opening entry to give a new credit 
balance of $735,818.86, the total net assets and estimated Income available for 
appropriation. 



Posting the subsidiary ledger. The subsidiary ledger. In this case the Income 
Ledger, Is posted from the detailed breakdown shown In the Journal entry. Each 
account Is posted to show the amounts carried In the Journal entry In the 
"Es-^lmated Income" and "Estimated to be received" columns. 
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INCOME LEDGER 

Account 881 1 District Secured Roll Taxes Page 6 

Estimated Amounts Total received Estimated to 
Date Reference Income received to date be received 

7-1-74 J2 $345,888.00 $345,888.00 

Each Income Ledger account Is similarly posted. 

Recording the Approved Budget— Expenditures 

Expenditure values, like Income values, are taken from the expenditures section 
of the official budget forms, as follows: 

fl. EXPENDITURES AND OTHER OUTGO 

1000 Certificated Salaries 

1100 Certificated Salaries Requtar Schedule Teaching $320,000 
1200 Certificated Salaries Regular Schedule Nonteachinq 55,000 

VI-13 



1300 Certificated Salaries Other Teach! nq 40,000 

1400 Certificated Salaries Other Nonteaching I'?, 500 

Total Certificated Salaries $434,500 

2000 Classified Salaries 

2100 Regular Schedule Instructional Aides l/,uuu 

2200 Regular Schedule NonI nstructlonal 3,o00 

2300 Other Instructional Aides '''^n 

2400 Other NonI nstructlonal 36,000 

Total Classified Salaries $58,600 

3000 Enployee Benefits 

3100 State Teachers' Retirement System Annuity Fund 10,000 

3200 Public Employees' Retirement Fund 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance 1,500 
3400 Health and Welfare Benefits 

3600 Workmen's Compensation Insurance ^ 

3700 Local Retirement Systems }»?^. 

Total Employee Benefits $17,200 

4000 Books, Supplies, and Equipment Replacement 
4100 Textbooks 
4200 Other Books 

4300 Instructional Supplies Tr^ 
4500 Other Supplies 

4800 Equipment Replacement b,uoo 

Total Books, Supplies, and Equipment Replacement $11,800 

5000 Contracted Services and Other Operating Expenses 

5100 Contracts for Personal Services of Consultants, 

Lecturers, and Others ^ 

5200 Travel and Conference and Other Expense Reimbursed 300 

5300 Dues and Memberships 200 

5400 Insurance I'^n 

5500 Utilities and Housekeeping Services 5,000 

5600 Contracts, Rents, and Leases ^»500 

5700 Legal, Election, and Audit Expenses 500 

5800 Other Services and Expense 4,500 

5900 Interprogram Charges and Credits for Direct Services 0 

Total Contracted Services and Other Operational Expenses $16,500 

6000 Sites, Buildings, Books and f^dla, and New Equipment 

6100 Sites and In^rovement of Sites 2,500 

6200 Buildings and Improvement of Buildings 22,500 

6300 Books and Media for New or Expanded Libraries 1,500 
6400 Equipment 

Total Capital Outlay $54,300 

5B 
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7000 Other Outgo 

7200 Outgoing Tuition $30,500 

7900 Appropriation for Oontlngencles 12,000 

Total Other Outgo $42,500 

TOTAL BUDGET $615,400 



As with Income, each of the »cpendlture Items should be accounted for separately 
so that expenditures may be controlled within the various budget classifications. 
This is accomplished by use of a subsidiary ledger usually known as the Appropri- 
ation Ledger. While separate accounts should be maintained for each of the 
required expenditure classifications, additional subdivisions of these classes 
may be maintained as separate accounts If needed. 

Preparing the Journal entry. ThJs budgeted expenditure total of $^^1 5,400 totals 
the appropriation to the district's programs; the program provide a classifica- 
tion of expenditure usage while the objects provide a classification of exoendl- 
ture source. 

This procedure Is shown In the following example: 



Date Account Debit Credit 

7-1-74 9710 Unappropriated Fund Balance $615,400.00 

9820 • Appropriations $615,400.00 

Subsidiary Appropriation Ledger 

1100 Certificated Salaries Regular Schedule Teaching $320,000 

1200 Certificated Salaries Regular Schedule Nonteachlng 55,000 

i;00 Certificated Salaries Other Teaching 40,000 

1400 Certificated Salaries Other Nonteachlng 19,500 
2100 Classified Salaries Regular Schedule Instructional Aides 12,000 

2200 Classified Salaries Regular Schedule Nonteachlng 3,600 

2300 ClasslfleJ Salaries Other Instructional Aides 7,000 

2400 Classified Salaries Other Nonteachlng 36,000 

5100 State Teachers' retirement System Annuity Fund 10,000 

3200 Public Employees' ftetirement Fund 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance 1,500 

3400 Health and Welfare Benefits 900 

3600 Workmen's Compensation Insurance 900 

3700 Local Retirement Systems 1,900 

4100 Books 2,000 

4200 Books 500 

4300 Instructional Supplies 2,500 

4500 Other Supplies 2,500 

4B00 Equipment Replacement 6,000 
5100 Contracts for Personal Services of Consultants, 

L^turers, and Others 500 

5200 Travel and Conference and Other Expense Reimbursed 300 



5300 Dues and ftembershlps ^200 

5400 Insurance 1,000 

5500 Utilities and HousekeeDing Services 5,000 

5600 Contracts, Rents, and Leases 4,500 

5700 Legal, Election and Audit Expenses 500 

5800 Other Services and Expense 4,500 

5900 Interproqram Charqes and Credits for Direct Services -0- 

6100 Sites and Improvement of Sites 2,500 

6200 Quildlnqs and Improvement of Bulldtnqs 22,500 

6300 Books and Media for New or Expanded Libraries 1,500 

6400 Equipment 7,800 

7200 Outgoing Tuition 50,500 

7900 Appropriation for Contingencies 12,000 

The preceding journal entry Is similar to the one record Inn estimated Income 
except that the total of appropriations Is debited to the Unappropriated Fund 
Balance account. The total appropriations to all accounts In the Appropriation 
Lodger must agree with the balance In the General Ledger controlling account. 
Appropriations. 

Pt>sting the General Ledger. The journal entry for recording the approved appro- 
priations Is posted to the General Ledger In the same manner as the original 
opening entry and the entry recording estimated Income, as has been done In these 
examp I es : 

Account 9710 Unappropriated Fund Balance , P^QQ > 



Date Reference 



Debit Cred I t Balance Dr/Cr 



7-1-74 J I $ 94,554.86 $ 94,554.86 Cr 

J2 641,264.00 735,818.86 Cr 

J3 $615,400.00 120,418.86 Cr 

Account 9820 Appropriations ^^Q*^ > 

Date Reference Debit Credit Balance Dr/Cr 

7-1-74 J3 $615,400.00 $615,400.00 Cr 

The debit to the Unappropriated Fund Balance account has been subtracted from the 
previous credit balance to produce a new credit balance of $120,418.86, the re- 
maining unappropriated fund balance after the estimated Income and budgeted 
appropriations have been posted. 

Posting the Appropriation Ledger. The subsidiary Appropriation Ledger Is posted 
from the journal entry In a manner similar to that usod for posting estlma+ed 
Incomo a5» shown In this example : 

APPROPWIATION LEDGER 

Account lino Teachers' Salaries PaQe > 

■ " " Unencum- 

Hefer- Appropri- Encum- Encumbered Expended be red 

u ^tu (jnre <}tlon brances to dato Expended to date balance 

7-1-74 Jl $320,000.00 $320,000.00 

01 
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All appropriations, apportionments, subsidies, or grants-in-aid from any 
governmental unit must be accounted as Income receipts, not as abatements of 
expenditure. 

USE OF CONTRA ACCOUNTS 

Whenever abatements of any particular type are numerous, and especially If 
ccmslderabie amounts are Involved, It Is recommended that the credits be 
made to a contra account Instead of directly to the expenditure account. 
The contra account should be Identified as "Abatements of " (Insert- 

ing the name of the expenditure account to which It relatesTI It should be 
maintained adjacent to the o^rrespondlng expenditure account In the expendi- 
ture (or appropriation) subsidiary ledger. The contra account will receive 
only credit entries for abatements. By this procedure, the undesirable 
eaturas of a "mixed" acxount are abided, and gross expenditure, abatements, 
and net expenditure can be determined easily at any time. 



RELATIONSHIP OF ABATE^€NTS OF EXPENDITURE TO APPf«)PRI ATION CONTROL 

Regardless of whether abatements of expenditure are treated as direct credits 
to exi>endlture accounts or as Indirect reductions of expenditure by the use 
of contra aca>unts as described under the preceding heading, the control of 
expenditures must be in terms of net expenditures. Districts that anticipate 
abatements of expenditure Items should prepare their budgets on the basis of 
net expenditures arid attach supporting schedules Indicating the anticipated 
gross expenditures and the anttclpated reduction by reason of abatements of 
such expenditures. 



PRINCIPAL TYF»ES OF ABATEMENTS OF EXPENDITURE 

The following receipts must be accounted as abatements of expenditures tf 
receipt and e)q>&ndlture occur In the sme fiscal year: 

1. Receipts from sales of supplies and new materials at cost 
(a) to students for personal wnershlp (e.g., art and shop 
materials); (b^ to students by means of vending machines 
dispensing articles supplied by districts; or (c> to other 
governmental units. Including Community (Allege districts 

NOTE: Some of these sates may be credited to stores accounts 
Instead of being abated to expenditure accounts, depending 
on the local ^counting methods eirp toyed. 

2. Refunds of overpayments (a) from teachers and other e<nployees; 
or (b) fn>m vendors and other payees 

3. Refunds for return of containers, oil drums, wire spools, and 
the like 
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4. ReiR^ursement of cost of repairs or repiacement of damaged or 
lost property (a) from students, parents^ or guardians for 
loss of books or damage to district property; or (b) from 
contractors or any other Individuals for damage to or loss of 
district property 

5. Refunds from a transportation company for unused portions 
of carfare books, tickets, and the like 

6. Refunds of gasoline tax for nonhlghway use 

7. Cancelled warrants (not outlawed warrants) 

8. Receipts from sate. In lieu of trade-In o' used equipment 
being replaced, such as automobiles, typewriters, and the 
like 

9. Refunds of premiums or dividends on Insurant 

10. Receipts from settlements of Insurance clalns on account 
of building, supply, and equipment losses (a) of any 
amount received for loss of a building requiring replace- 
ment or reconstruction within the current fiscal year; or 
(b) any amount received on account of a loss of supplies 
or equipment 

NOTE: The total amount recorded as an abatement of 
expenditures made for repair or replacement of supplies 
or equipment losses shall not exceed the amount expended 
for this purpose during the same fiscal year. 

ti. Receipts from the sale either of a portion of a new site 
or of buildings or Impnowments thereon 

12. Receipts from subleasing an unused portion of premises that 
the district had to rent as a whole to obtain the portion 
desired for college purposes 

NOTE: Any amounts received Ik excess o^ the related expense 
shall be recorded as miscellaneous revenue (Income), and not 
as abatements. 
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Account 9610 Reserve for Working Capital 

Odtc Reference Debit Credit 



Ba I ance 



Page I 
Dr/6r 



7-1-74 J4 $2,072.00 $2,072.00 Cr 

A c co unt 9630 General Reserve _ . , , J^^!!^ ^ 

Ctete ' Reference Debit Credit Balance ' ' Dr/Cr 

7-1-74 J4 $118,347.00 $118,347.00 Cr 

The amount debited to the Unappropriated Fund Balance account Is sllghttv greater 
than the previous balance of that account, and this results In a debit balance of 
14 cents. Small discrepancies are likely to occur because the dlstrlct^s books 
are 'nalntalned In exact airounts, Including cents, while the official budnot form 
is f^kjde out to the nearest dollar only. 

At this point the General Ledger has been opened, and the official budqet has been 
roccrded. A trial balance will show the net results of the entries made thus far. 
The trial balance Is a list of the General Ledger accounts and the debit or credit 
balance for each account. The total debits and the total credits must bo equals 
Indicating a balanced General Ledger. The trial balance of the General Ledoer at 
this point looks like this: 

Credit 



Account 




Debit 


9110 


Cash In County Treasury 


$95,042.67 


9130 


Revolving Cash Fund 


500.00 


9140 


Cash Coi tactions Awaltinq Deposit 


24.17 


9160 


Accounts Receivable 


1,597.88 


9170 


Due from Other Funds 


694.39 


9180 


Student Loans Receivable 


5,000.00 


9220 


Prepaid Expenses 


1 ,572.38 


9510 


Accounts Payable 




9520 


Due to Other Funds 




9610 


Reserve for Working Capital 




9630 


General Reserve 




9710 


Unappropriated Fund Balance 


0.14 


9810 


Estimated Income 


641,264.00 


9820 


Appropriations 





$ 9,763.45 
115.18 
2,072.00 
118,347.00 



615,400.00 



$745,695.63 $745,695.63 

The appropriations, havlnq been posted both to the proqram ledqars and to the 
subsidiary appropriation ledgers (objects of expenditure), should be checked to 
assure that the two are equal. 

R ecord i ng Encumbr a nce s 

Effective expenditure control requires not only the recording of cash expenditures 
and the charging off of assets and prepaid expanses but also the recognlzlnn of 
expense obligations. 
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Encumbrance procedures that serve to reserve or restrict portions of the budqot 
appropriations of the district for which definite cownlt',i»nts or contractual 
obligations have been made may be Incorporated Into the accounting system of 
a school district. 

The merhod of determlninq amounts of encumbrances be entered Into the accounts 
may vary with the accounting methods used In the district end with the type of 
transactions being encunrt}ered. 
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Because districts may need to dlstlnqulsh reservations or restrictions of appro- 
priations from actual expenditures, It Is recortnended that Encumbrances and 
Heserve for Encumbrances accounts be used In the General Ledger and that encum- 
brance amounts In the appropriations subsidiary accounts and the program ledgers 
be recorded In a separate column or In such a manner that they may be distin- 
guished from actual expenditures. 

Encumbering programs Is optional since objects may be encumbered and controlled. 
Districts with manual and booKkeeping machine systems that break costs down by 
sites (or locations) will find encumbering programs rather difficult; whereas 
districts with data-processing eaulpment will be able to encumber programs at the 
same time they encumber their appropriation ledger objects of expenditure. 

Encumbering of salaries. At the beginning of each year, the total annual salaries 
of personnel employed for th^t year fl«y be determined for purposes of encumbering 
appropriations for paying these salaries during the year. Similarly, the total 
monthly salaries of these personnel should be obtained for the purpose of remcvinq 
that amount of encumbrance when a monthly salary payment Is made. Totals of the 
annual and monthly salaries must be adjusted for personnel changes and salary rate 
changes. 

Although the salary enci^brance summary may differ In detail depending on the 
methods of accounting used by the district, a schedule such as that Illustrated on 
the Certificated Payroll Encumbrance Summary on page Vt-18 may adequately serve 
this purpose. Basic requirements are a complete accounting for all personnel 
having salaries to be encumbered, a grouping of these salaries to provide monthly 
and annual salary totals by budget classifications, and provisions for recording 
changes In personnel and salaries. 

The Certificated Payroll Encumbrance Summary ll'.ustrstes the adjustment In encum- 
brance totals that must be recognised vhen personnel changes occur. 

Journal entries to record the salary encumbrance transactions shown In the Certi- 
ficated Payroll Encumbrance Summary are as follows: 

JI2: 

Date Account Debit Credit 

7-1-74 9830 Encumbrances $375,000.00 

9620 l^serve for Encumbrances $375,000.00 

Account Appropriation Ledger 

MOO Certificated Salaries Regular Schedule Teaching $520,000.00 
1200 Certificated Salaries Regular Schedule Nonteaching S*:, 000. 00 

To record salary encumbrance for certificated staff employed 7-1-74 

JI3: 

7-15-74 96?0 Reserve for Encumbrances 4,200.00 

9830 Encumbrances 4,200.00 
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Appropriation Ledger 
Teacher's Salaries 



$4,200.00 



To cancel 12 months' salary encumbrance for B. Bennett, resignation, 
7-15-74. 



JI4: 
7-20-74 



9830 Encumbrances 
9620 Reserve for Encumbrances 



$5,400.00 



$5,400.00 
Appropriation Ledger 
1100 Certificated Salaries, Regular Schedule Teachlnq $5,400.00 

To establish salary encumbrance for 12 months' payment of T. Thompson, 
employed 7-20-74 

The posting of the preceding entries to the General Ledger Is as follows: 



Account 9830 


Encumbrances 






Page 4 


Date Reference 


D^it 


Credit 


Balance 


t)?/er 


7-1-74 J 12 


$375,000.00 




$375,000.00 


Dr 


7-15-74 J 13 


$4,200.00 


370,800.00 


nr 


7-20-74 J 14 


5,400.00 




376,200.00 


Dr 


Account 9620 


Reserve for Encumbrances 






Date Reference 


Debit 


Credit 


Balance 


Or/Cr 


7-1-74 JI2 




375,000.00 


$375,000.00 


Or 


7-15-74 J13 


4,200.00 


370,800.00 


Cr 


7-20-74 J 14 


5,400.00 


376,200.00 


Cr 



The posting of the Teachers' Salaries account to the subsidiary Appropriation 
Ledger Is Illustrated as follows: 



APPROPRIA'^ION LEDGER 
Account 1100 Certificated Salaries Regular Schedule Teaching 



Page 5 



Refer- Approprl- 
:te ence at Ion 



Unencum- 

Encum- Encumbered Expended bered 

brances to date Expended to date balance 



7-1-74 JI2 $500,000.00 $375,000.00 $375,000.00 
7-15-74 JI3 500,000.00 4,200.00Cr 370,800.00 
7-20-74 J 14 500,000.00 5,400.00 376,200.00 



$125,000.00 
129,200,00 
123,800.00 



In the foregoing Illustration, It has been assumed that the changes In personnel 
were made prior to payment of any payroll In that year. It Is Important, however, 
that encumbrances be reduced by the unpaid Installments of the annual salaries of 
personnel leaving the payroll and Increased for the unpaid Installments of person- 
nel being added to the payroll. 
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Adjustments of encumbrances for salaries paid Is discussed In the section. 
Recording Encumbrance Adjustments— Salaries . 



Encumbering of other expenses. Effective expenditure control requires the estab- 
lishment of a procedure to reserve or restrict appropriations for obllqatlon of 
nonsaiary types of expenses as >tte\\ as salaries. 

If the purchase orders are drawn In order to confirm orders for all materials and 
services to be purchased by the district, they may be used for encumbrance pur- 
poses. A sample of a purchase order Is shown on page VI -25. 

The methods of encumbering purchase orders may vary from the direct posting to 
*he Appropriation Ledger subsidiary accounts frwn the Individual purchase orders 
to some form of summary recording for groups of purchase orders. When a record 
of the Individual purchase orders contained In a summary recording Is desired, a 
Purchase Order Encumbrance Summary such as the one on page VI -26 might be used. 



PURCHASE ORDER 



No. 2 



To: Student Supply Company 



From: 



Deliver to: 100 1^1 n Street 



Date: July 10, 1974 
Ordered by 

college 



College District 
Appropriation 
Ledger Account 4300 



?Gfiount 
Amount Cancelled 



Received Quantity Unit 



Item 



Unit price 



65 



i ,000 Ream 
100 Gross 
300 Box 



Newsprint 

02 school pencils 

Crayons 



SO. 60 
3.00 
0.30 



$600.00 
300.00 
90.00 



$41.67 



Payment Record : 
Date: July 20 



Amount: 541 .67 
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Purchase Order Encumbrance Sunynary For Jut y, 1974 



Vendor's Name 


Appropriation 
account number 


Date 


Purchase Order 
number 


Amount of 
encumbrance 


Justrlte Rooflnq 

Company 
Student Supply Company 
L.A. Detergent Company 


4500 
4300 
4500 


10 
II 

26 


1 

2 

3 


$805. t>5 
990.00 
50.00 


Total 








Si ,845.63 



A journal entry to record the encumbrance Information contulned In the sun^ary is 
IMjstr^i-^cl as follows: 



Ucite Account Debit Credit 

7-1-74 9330 Encumbrances $1,845.63 

9620 Reserve for Encumbrances Sl,^i45,63 

Account Appropriation Ledger 

4300 Instructional Supplies $990.00 
4500 Other Supplies 855.65 

To record Purchase Order Encumbrances for July 1, 1974. 

The postlr.g of the Other Expenses of Instruction Item to the account In the 
subsidiary Appropriation Ledger Is Illustrated as follows: 

APPROPRIATION LEDGER 

Account 4300 Instructional Supplies ^ Page 5 

~~ Unencum- 
Ref or- Appropr I - Encum- Encumbered Expended bered 

Date ence at Ion brances to date Expended to date ba l a nc e 

7-1-74 J 15 $5,000.00 $990.00 $990.00 $4,010.00 

The inifructlons for recording encumbrance adjustments In this section outline the 
procedure used to adjust encumbrances when payments are made Involving encumbered 
purchase orders. 

Recordin g t ncofrHe and Other Cash Receipts 

Source documents for posting Income are apportionment notices from the county 
superintendent of schools for' deposits made directly to the county treasury or 
copies of receipts for monies received directly by the district. 
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An apportionment notice from the county superintendent of schools Is Illustrated 
In the Typical Apportionment Notice on this page. 



Each of the items of actual Income should be accounted for separately so that 
they may be compared with Incone estimates. This Is accomplished by posting 
receipts to the Income Ledger. The total from any given apportionment notice Is 
posted to the General Ledger, and Individual Items are posted to the subsidiary 
Income Ledger. 



TYPICAL APPORTIONf€NT NOTICE 



County of 

To Community College District 

This is to certify that Incwne noted below has been received and has been 
placed to the credit of your district on 

(date) 



8611 Basic and Equalization Aid 

8616 Educationally Handicapped Minors 

8622 Allowances for Transportation 

8670 Tax Relief Subventions 

8710 Community Col lege Tuition Tax 

sail District Secured Roll Taxes 

8812 District Unsecured Roll Taxes 
Other Income (Describe) 



Preparing the Journal entry for income deposits made directly In the county 
treasury. The journal entry to record Incane receipts lists the General Ledger 
and subsidla»*y ledger accounts and the amounts for each as In the following 
examp i e : 



Date 

7-20-74 



Account 
9110 
9840 



Debit 



Credit 



Account 

8811 
8812 
8611 



Cash In County Treasury 
Income 

Subsidiary Income Ledger 

District Secured Roll Taxes 
District Unsecured toll Taxes 
Basic and Equalization Aid 



To record Income received on apportionment notice dated 7-20-74 
The journal entry is posted to the General Ledger In the usual manner. 
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The subsidiary Income Ledoer Is posted from the journal entry In a nann(>r similar 
rc that used for posting estimated Income. Each account Is posted to show, In the 
on-ounts received portion, the amount of the ledgers that has been carried In the 
journal entry, as has been don© In the following example: 



Account BBI | 



I COME LEDGER 
District Secured Roll Taxes 



Jate 



7-1-74 
7-20-74 



Reference 



J2 
J 



Est I mated 
Income 



$345,888.00 



Amounts 
Received 



"Total received 
to date 



Page 



Estimated to 
be recolvod 



$343,HH8.00 



Account Mb 1 2 



jfiCOME LEDGER 
District Unsecu red Roll Taxes 
Estimated 



Date 



Reference 



Income 



Amounts 
Rece I ved 



Total received 
to date 



Pa g e \ 

Estimated to 
be received 



7-1-74 

7-20-74 



Account B£l I 



J2 
J 



$2,700.00 



INCOME LEDGER 
Basic and Equalization Aid 



Date 



Reference 



Estimated 
i ncome 



Amounts 
Rece I ved 



Total received 
to date 



7-1-74 



J2 



$277,528.00 



$2,700.00 



Page I 



Estimated to 
be received 



$277,528.00 



A summary of receipts Issued for cash received directly by the school district 
serves as the basis for preparing the journal entry to record this type of Income 
and other cash receipts. Abatements of expenditures are treated In Part 1 1 1 of 
this manual. If this summary Is a formal record, It might look like this example 
of a Cash Received Journal: 



Cash Received Journal 



Month of July, 1974 



l>atG 



Description 



Received 



7-5-74 Receipts 

Ntos. 5801-6815 



Totals 



Current 
Income 
Acct . Amt , 



Abaten«nts of 
expend I tu res 
Acct. Amt. 



General 
Ledger 
Acct . Amt , 



8110 

a842 
8B50 



8880 



5800 



4300 
4 500 
4300 



73 
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Preparing the journal entry to record cash received dlrerMy by the district. The 
Journal entry to record actual Income and other cash receipts received directly by 
the school district lists the General Ledger and subsidiary ledger accounts and 
the amounts for each. For example: 



Date Account Debit Credit 

7-51-74 9110 Cash In County Treasury 

9840 inconie .....i...^. 

9850 Expenditures 

Account Subsidiary Income Ledger 

8110 Maintenance and Operation (Public Law 81-874. 

8842 Sale of Equipment and Supplies 

8850 Rentals 

8871 Adult Education Fees «»— 

8880 Miscellaneous 

Subsidiary ApproprlaMon Ledger 

4300 Instructional Supplies 

5800 Transportation Payments from Other Districts .........^ 



To record receipts numbers 6801-6815 



The general Ledger Is posted In the usual manner. The subsidiary Income Ledger 
Is posted In the same manner as that Illustrated under Income deposits made 
directly In the county treasury. 

The subsidiary Appropriation Ledger Is posted In the same manner as that shown 
under expenditures, as In the following example: 



APPROPRIATION LEDGER 

Account 4500 Instructional Supplies Page 2 

Refer- Encum- LIquIda- Outstanding Expended Unencumbered 

Date ence brances tlons Expended encumbrances to date Budget balance 

7-31-74 



APPROPRIATION LEDGER 

Account 5800 Payments from Another District _ Page I 

Refer- Encum- LIquIda- Outstanding Expended Unencumbered 

Date ence brances tlons Expended encunrt? ranees to date Budoet ba li^ce 

7-31-74 
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Recording Expenditures and Other PI sburse fwents— Salaries 



Salary expenditures are generally more efficiently posted by total from the pay- 
roll payment order, or similarly titled listing, which !s an Itemized, detailed 
list of Individual salaries for a particular payroll. A sunwnary of amounts to be 
charged to the various expenditure classifications Is needed for this procedure 
(see California Comnunlty College District Payroll Payment Order, page Vl-3t). 

Very raroly, such as when accounting salaries for a one- or two-teacher school. 
Individual salaries paid might be entered directly In the General Journal. 

Preparing the Journal entry. The Journal entry to record payroll payments lists 
the General Ledger and subsidiary ledger accounts and the amounts for each, as In 
the following example: 

Date Account Debit Credit 

7-31-74 9850 Expenditures $40,275.00 ^ u 

9110 Cash In County Treasury $40,275.00 

Account Appropriation Led^r 

1100 Certificated Salaries Regular Schedule Teaching $30,000.00 

1200 Certificated Salaries Regular Schedule ^ionteachIng 3,600.00 

1300 Certificated Salaries Other Teaching 2,000.00 

1400 Certificated Salaries Other Nonteaching 925.00 

2200 Classified Salaries Regular Schedule Non- 

fnstructlonal 250.00 

2300 Classified Salaries Other Instructional Aides 650.00 

2400 Classified Salaries Other Nonlnstructlonal 2,850.00 

To record expenditures for payroll listing number I for the month of 
July 



ftjsting the General Ledger. The Journal entry for payroll expenditures Is posted 
to the General Ledger In the same manner as previous entries, as In the following 
example: 



Account 9850 



Date Reference Debit 



Expenc^ltures 



Credit 



Balance 



I 



DrTCF 



7-31-74 J 8 

Account 9110 



Date 



Referenoa 



$40,275.00 

Cash In County Treasury 



$40,275.00 



Oftbjt. 



Credit 



Balance. 



7-1-74 
7-31-74 



JI 
J8 



$100,042.67 



$40,275.00 



$100,042,67 
59,767.67 



Dr 

Page > 



2Cr 



Dr/Cr 



Dr 
Dr 



^k5te that the posting to the cash account Is a credit entry that deducts from the 
previous balance to give a new debit balance of S59,767.67. 
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Posting the Appropriation Ledger. Entries In the subsfdlary Appropriation 
Ledger are made In the expenditure column In each case, as shown In the 
fot towing ex«flple: 



Account I i iO 



APPROPRIATION LEDGER 
Teachers' Salaries 



Date 



Refer- 
ence 



EncuiT^ered 
to date 



Expended 



7-31-74 J8 



Appropri- Encum- 

atlon b ranees 

320,000.00 $320,000.00 $320,000.00 $32,000.00 
320,000.00 320,000.00 



Extended 
to date 



I 



$32,000.00 



Unencumbered 
ta I ance 
*$ii6,666.66 

0.00 . 
32,000 .OOCr 



In normal procedures the liquidation of an amount corresponding to the payment 
takes place simultaneously with this posting. The liquidating entry Is described 
ID the section headed Recording Encumbrance Adjustments— Salaries, following. 
For purposes of a)^lanatlon, this account will be carried this way until the 
liquidating entry Is ported. 
Uate 

Note that the "Appropriation," "Encumbered-to-date," and "Expended-to-date" 
colunms are carried forward with each posting. 

Entries In the program ledger are posted by object classification In the appro- 
priate coiufMis In the program ledgers, then subtotaled on the object of expen- 
diture card in the Appropriation Led^r. 

The total posting to the program ledgers for the object classification (teachers' 
salaries) will amount to $32,000, which can be subtotaled In the Appropriation 
Ledger (see safl9>ie program ledger, page VI -16). 



RECORDING EXPENDITURES AND OTHER DlSBURSE^€NTS— OTHER 

Payments to vendors are usually made at regular Intervals, monthly or oftener, 
and listed on a warrant register that can be used as the source to enter the 
total expenditure. Like the payroll charges, the amounts to be charged to the 
various expenditure classifications will need to be summarized (see California 
School District Warrant Register Number I on page VI -28). 

Other expenditures, such as a district's retirement payments, repayments on 
loans-, and the like, which are disbursed at the county level, may be entered 
Individually as reports are received from the office of the county superintendent 
of schools. Expenditure transfers between funds of a district reoulre a similar 
entry. It Is possible to Include all such items In one listing and to enter 
the total In the General Journal with a summary of amounts to be charged to the 
various expenditure classes, in either procedure, referent to the original 
naport or notice should be made, and such documents should be kept readily 
aval labia. 

Preparing the Journal entry. The journal entry to record vendor payments or 
other expenditure Items lists the General Ledger and subsidiary ledger accounts 
and the amounts for each. This Journal en fry Is posted to the General Ledc^r 
and the Appropriation Ledger as Illustrated In the entries that follow: 
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Date Account Debit Credit 

7-31-74 9850 Expenditures $6,245.00 

9640 income 300.00 

9100 Cash $6,745.00 

Account Appropriation Led^r 

AbQO Other Supplies $1,620.00 

4100 Textbooks 350.00 

4300 Instructional Supplies 475.00 

5500 Utilities & Housekeeping Services 1,300.00 

6200 New Buildings & improvement of Buildings . 2,500.00 

income Ledger 
sno Maintenance & Operation (Public Law 

81-874) 500.00 

To record expenditures for Warrant Register number I for the month 
of July 

CALIFORNIA COfWUNlTY COLLEGE 0IS1RICT 

Warrant Register Number I Date: July 31, 1974 

Warrant Expenditure 
Number Vendor 

1 Aidrich & Aldrlch, Inc 

2 American Book Con^any 

3 Best Music Company 

4. E.r. Finigan Company 

5 . ice Supply Co 

6 F^aclflc Gas & Electric Con^any. . . . 

7 Pacific Telephone & Telegraph Co. . . 

8 Read's Fence Company 

9 Sun Custodial Supplies 

10 Taylor's School Supplies 

H U.S. Treasury 

(Abatement of Income) 8110 

Total 

Expenditure Classification Sumnary: 

4100 Textbooks $ 350.00 

4300 instructional Supplies 475.00 

4500 Other Supplies 1,620.00 

5500 Utilities & Housekeeping Services . i, 300. 00 
6200 Buildings & Improvements of 

Buildings 2,500.00 

income Classification Summary: 
etiO Maintenance & Operation (Public 

Law 81-874) abatement 500.00 



ClassI f {cation 


Amount 


4300 


$ 48.06 


4100 


350.00 


4300 


210.00 


6200 


2,500.00 


4500 


65.00 


5500 


700.00 


5500 


600.00 


4500 


875.00 


4500 


680.00 


4300 


216.94 




500.00 







$6,245.00 



500.00 
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Posting the Income Ledger. This posting to the subsidiary Income Ledger Is 
an example of an abatement of Incwne* 



INCOME LEDGER 

Account 8100 Maintenance and Operation (Public Law 81-874) Page I 

Estimated Amounts Total Received Estimated to 

Date Kefenence Income Received To Dat e 3e Received 

rrr=Ti n i2,W.0O " i?,566.M> 

J 2,500.00 $2,400.00 $2,400.00 100.00 

7-31-74 J~ 2,500.00 500.00Cr 1,900.00 600.00 



RECORDING E^CUMBRANCE ADJUSTMENTS— SALAR I ES 



The amount of encumbrances to be adjusted or liquidated when salary payments 
are made In the same amount as Is being paid, provided such amounts have been 
encumbered. This pro^dure will leave the proper balance of encumbrance for 
each succeeding month If there Is no change In rate of pay. 

Further adjustment Is necessary for chants of contract, terminations, and 
the like. It Is generally preferable to liquidate the exact amount of the 
payroll posting and to pick up additional adjustments In a separate posting 
from a list of changes. For example, a payroll expenditure of $40,275 represents 
the regular monthly payroll for salaries encumbered for the year. However, 
because one employee terminated In July and received less than a full month's 
salary, the difference between the Individual amount encimibered, $300, and the 
amount paid and liquidated, $200, represents a cancellations of $100 to encum- 
brances for July In addition to the encumbrance for the rest of the year, $3,300, 
or a total cancellation of encumbrances In the anount of $3,400. The person 
raplscfng this employee was paid $50 In July and will be paid $2,750 for the 
rest of the year. This Is an additional total encumbrance of $2,800. The net 
adjustment to encumbrances Is a reduction of $600. The Certificated Payroll 
Encumbrance Summary Illustrated In this section (see page Vf-18) provides for 
a method of adjustlrg salary encumbrances. 

The use of some machine systems makes It more practical to liquidate all encum- 
brances for salaries at the time payroll expenditures are posted and to reen- 
cumber the adjusted amounts for the remainder of the year. 

Preparing the Journal entry. The journal entry to record encumbrance adjust- 
ments lists the General Ledger and subsidiary ledger accounts and the amounts 
for each, as shown In the following example: 



Date Account Debit Credit 

7-51-74 9620 Reserve for Encumbrances $40,275.00 

9620 Reserve for Encumbrances 600.00 

9830 Encumbrances $40,275.00 

9830 Encumbrances 600.00 
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Appropriation Ledger 

1100 Certificate Salaries Regular Schedule Teaching . 

1200 Certificate Salaries Regular Schedule Nonteachlng 

1300 Certificate Salaries Other Teaching 

1400 Certificate Salaries Other Nonteachlng 

2200 Classified Salaries Regular Schedule Non Instruct I ona i . . . 
2200 Classified Salaries Regular Schedule Nonlnstructlonai . . . 

2300 Classified Salaries Other Instructional Aides 

2400 Classified Salaries Other Nonlnstructlonai 

To record salary encuntorance liquidations and adjustments for the 
month of July 

f'^^btlng the General Led^r. the journal entry for salary encumbrance liquidations 
and adjustments Is posted to the General Ledger as usual. 

Posting the Appropriation Ledger. Entries In the subsidiary Appropriation Ledger 
are made in the "Encumbrances" coiunm in the following example: 



$32,000.00 
1.600.00 
2,000.00 
925.00 
600.00 
250.00 
650,00 
2,850.00 



Account 1100 



APPROPRIATION LEDGER 
Certificated Salaries Regular Schedule Teaching 



Date 



Refer- 
ence 



Appropri- 
ation 



Encum- 
brances 



Enctfi^ered 
to date 



Expended 



Expended 
to date 



Unencumbered 
ba I ance 

0.00 
32,000 .OOCr 
0.00 



I 



J5 

7-31-74 J8 
JIO 



Account 2200 
Refer- 



(320,000.00 $320,000.00 $320,000.00 
$320,000.00 $320,000.00 $32,000.00 

$320,000.00 -32,000.00 288,000.00 



$32,000.00 
32,000.00 



Date ence 
7-1-74 J5 ' 

J5 

7-31-74 J 8 
JIO 
J 10 



APPROPRIATION LEDGER 
Classified Salaries Regular Schedule Nonlnstructlonai 
Approprl- Encum- Encun^ered Expended 

at I on brances to date E>^ended to date 



Unencun^re<i 
b alance 

it:s505 — 

0.00 
250 .OOCr 

0.00 
600.00 



$3,660.00 
3,600.00 
3,600.00 
3,600.00 
3,600.00 



$3,600.00 

-250.00 
-600.00 



$3,600.00 
3,600.00 
3,350.00 
2,750.00 



$250.00 



$250.00 
250.00 
250.00 



The control account, Encumbrances, In the General Ledger can be proved by adding 
the totals of the "Encumbered-to-date" column In each of the subsidiary Appropri- 
ation Ledger accounts. 



RECORDING ENCUMBRANCE ADJUSTMENTS— OTHER THAN SALARIES 

The amount of encumbrance to be adjusted or liquidated when vendor payments or 
other expenditures are recorded Is the amount originally encumbered for the 
specific Items. Thus, If a purchase order was originally encumbered for $100 
but the actual payment was $99.50, the original $100 encumbrance Is liquidated. 
Partial payments on an order are liquidated In the same amount as originally 
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encumbered for items being paid, and the balance of encumbrance Is tlquidated 
when the final payment Is made. 

Oependinq on the encumbrance method being used, the adjustments or liquidations 
are posted either directly from the purchase order as Illustrated on page VI-21 
or from a Purchase Order Liquidation Summary listing the purchase orders being 
paid. The same form can be used as that shown for the Purchase Order Encumbrance 
iunmary on page VI-21. The warrant register form shown on page VI -28 mipht 
also be used to indicate f iquldiations of enciBnbrances by adding colwnns for 
purchase order number, amount encumbered, and encumbrance classification, 

here again, it is true that with some machine systems It ts more practical to 
flq-ildate all encumbrances and to reencumber those that are outstanding after 
thf paid Items have been deleted. If an encwnbrance amount is cancelled or 
chcj^iged because items ordered are unavailable or prices are changed, the adjust- 
TOnt Is recorded in the same manner as the routine liquidations following pay- 
Rtents . 

(-reparing the journal entry. The journal entry to record encumbrance adjustments 
lists the General Ledger and subsidiary lodger accounts and the amounts for each, 
ds shown in the following exan^le: 

C;ate Account Debit Credit 

7-31-74 9620 Reserve for Encumbrances $6,245,00 

9850 Encumbrances $6,245,00 



Appropf larlon Ledger 

4100 Textbooks 

4300 Instructional Supplies 

4500 Other Supplies 

5500 liiiitles & Houseiceeping Services, , . 
6200 buildings and Improvement of Buildings 

To record encumbran^ liquidations (other than salaries) for 
the month of July 

The journal entry for encumbrance Hquldlations (other) Is posted to the General 
Ledger in the usual manner. 

Posting the Appropriation Ledger, Entries in the subsidiary Appropriation Ledger 
are (T»de In the EnciBnbrances column, as shown In the following examples 



$ 350.00 
475.00 
I ,620 .00 
1,300.00 
2,500.00 



Account 4300 



APPROPRIATION LEDGE 
Instructional Supplies 



Date 



Refer- 
ence 



Appropri- 
ation 

2,500,00 
2,500.00 
2,500.00 



Enciofl- 
b ranees 



Encumbered 
to date 



Expended 



Expended 
to date 



Page 1 



Unencumbered 
balance 



7-1-74 J3 

J6 

7-31-74 J9 

J! i 



$750.00 
-475.00 



$750.00 
750.00 
275.00 



$475.00 



$475.00 
475.00 



1 ,750.00 
1 ,275.00 
I ,750.00 
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RECORDING OTHER ADJUSTMENTS 



Changes, or adjustments, must often be made to entries recorded fn the General 
Ledger and subsidiary ledgers. Some of the more common adjustments are cited In 
the following paragraphs. 

Recording adjustments to estimated Income. When Infc.iMtlon Is received that 
Income will exceed the original estimate In the official budget, a new estimate 
of Income Is made, and the Increase Is recorded In the General ledger and the 
Income Ledger. The Increase In estimated Income Is recorded as follows: 

Date Account Debit Credit 

5-31-7? 9810 Estimated Income $1,100.00 

9710 Unapprofr lated Fund Balance $1,100.00 

Income Ledger 

i6H Basic and Equalization Aid $l,l00.00Dr 

To record revised estimate of a state apportionment 

This entry Increases the estimated Incwne In the General Ledger and In the Income 
Ledger. It also Increases the amount available for appropriation as Inclcated 
by a credit balance In the Unappropriated Fund Balance account. (Note that the 
entry simply records the amount available for appropriation. Actual appropriation 
amy be n»de by governing board action only, as prescribed In Education Code 
sections 21001 and 20933.) 

When a revised ln(»me estimate Indicates a decrease In amount of estimated receipts, 
the decrease Is recorded In a similar nenner, as follows: 

Date Account i>ebl1 Credit 

5-31-75 9710 Unappropriated Fund Balance $1,100.00 

9810 Estimated Incoiw $1,100.00 

income Ledger 

8611 Basic and Equalization Aid $l,IOO.OOCr 

To record revised estlmjte of basic and equalization aid 

rK>te that when this entry is posted to the General Ledger, a debit balance In 
the Unappropriated Fund Balance account usually results. A debit balance indicates 
tnat appropriations exceed available resources and Is a warning that e>q>endltur^s 
must be controlled so that this amount remains as unexpended appropriations at 
the end of the fiscal year. 

Kecordlng adjustments to appropriations. Except when a revised appropriation 
budget has been adopted, adjustments Involving changes In currant apprt^rlatlons 
wilt have no net effect on the General Ledger balances. The changes will affect 
only the Appropriation Ledger, because the total amount appropriated Is not 
changed but Is simply redistributed among the appropriations accounts: 
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Date Account Debit Credit 

10- 30-74 9820 Appropriations $500.00 

9820 Appropriations $500.00 

Appropriations Ledger 

ea^v New Equipment $500.00Dr 

4i*0': iqulpment Replacement 500.00Cr 

To record appropriation transfers adopted 10-30-74 

Recording adjustments to expend I ti"*es. When Information shows that an amount 
-already recorded as an expenditure should be charged to some other expenditure 
account, the adjustment Is made without net effect on the General Ledger. The 
expenditures portion of the Appropriation Ledger will reflect the change, as 
in the following examples: 

Da+e Account L!?blt Credit 

M- 16-74 9850 Expenditures $25. '^0 

9850 Expenditures $25.00 

Appropriation Ledger 

4100 Textbooks . $25.0ODr 

4200 Other Books 25.00Cr 

To nacord correction of expenditures classification coding on 
warrant nwnber 12345, 10-15-74 

Date Account Debit Credit 

11- 30-74 9850 Expenditures $200.00 

9850 Expenditures $200.00 

Appropriation Ledger 
ItOO Certificate Salaries Regular Schedule Teaching . . $200.00Dr 
1200 Certificate Salaries Regular Schedule Nonteachlng. 200.00Cr 

To record portion of J. D. Smith's Noveirt>er satary as Teachers* 
Salaries because he substituted for A. B. Clark 

Recording adjustments to stores. Adjusting entries resulting from a stores 
operation are shown In the next example. When a physical inventory reveals 
a stores overage or s^t 'tage, the amount must be recorded In the records. 
The usual praci>j«» l^ r sjjust the Stores— I nventory and the Stores— Overhead 
accounts . 

Date Account Debit Credit 

11-25-74 9210 Stores— Inventory $75.00 

9210 Stores— Overhead $75.00 

To record stores average per Inventory of 11-15-74 
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An Inventory shorta^ Is reflected by a similar entry, except that the debit 
and credit entries are reversed. 

Periodically, the Stores— Overhead account Is cleared of Its charges. Th^s 
nwst be done at least once a year to assure that the year-end balance In the 
overall Stores account represents only material on hand In the warehouse and 
aval table for Issue. 

Clearing ihe Stores— Overhead account requires an entry to distribute the 
balance of this account to the various expenditure accounts. One of several 
methods may be used for determining this distribution. Regardless of the 
method used, the entry Is made as shown In the following example: 

Date Account DebU Credit 

6-30-75 9650 Expenditures $1,500.00 

9210 Stores— Overhead $1,500.00 

. ^'xjprlatlon Ledger 

4300 '-structlonal Supplies $l,000.000r 

4500 Other Supplies 500.000r 

To distribute warehouse overhead expense for the fiscal year 
CLOSING THE GENERAL LEDGER 

The closing entries fall Into two categories. The first category Is the adjusting 
or the accrual of certain balance sheet accounts. The second category Is the 
closing of all budgetary and operating accounts. 

Determining the adjusting entries. Adjustments of prior year accruals may become 
necessary because of errors In estimating the amount to be accrued or changes 
resulting from Information Billable at a later date. 

There are two methods of handling prior year accruals. Under the first wthod 
adjustments are automatically recorded In the books. Under the second method 
adjustments are made during the year as additional Information oecomes available, 
not at year-end. 

Trte following Is taken from the general Instructions, Annual Financial Report. 

Method I: The amount of variance between prior year estimates of Accounts 
Receivable and Current Liabilities and the actual transactions of this year 
mst be used either to Increase or to decrease the current year's Income 
and expenditures. If the actual amounts fall short of estimates, the same 
accounts of the current year should be reduced as were Increased In the prior 
year. If the actual amounts exceed estimates, the excess should be added to 
the most appropriate current year account. This should In no way reduce the 
detejwl nation of the estimates of Accounts Receivable and Current Liabilities 
at the close of a year as shown of Forms CCAF-303 and CCAF-304 respectively. 

Method 2: Follow the procedure used In prior years by not making the adjust- 
ment to the specific current year accounts. 
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Mrst method. A reversing entry of the original accrual Is made on July t of 
the following year, f^or example, a reversing entry closes the balance in the 
current liability account and places a credit in the expenditure account, 
rthen the liability is paid, the debit Is made to the expenditure account In 
the same manner as any normal expenditure. 

At year-end, amounts of income or transfers from other districts due and not 
yet received are determined and recorded In the current fiscal year. However, 
monies due from tax delinquencies are not Included, because tax Income Is 
recorded on a cash basis. Only those amounts that can be reasonably determined 
are recorded. The amount recorded as Accounts Receivable must agree with the 
report filed with the county superintendent of schools. 

Those amounts that are due and receivable from other funds of the district a'"e 
r^j corded as Due from Other Funds rather than as Accounts Receivable. 

accounts Payable or Current Liabilities are amounts due but unpaid at year-end 
for goods and services received during the year. The amounts set up as current 
liabilities must agree with the report sent to the county superintendent of 
schools. 

Those liabilities that are due and payable to other funds of a district are 
recorded as Due to Other Funds, rather than Current Liabilities. 

If the district maintains a Stores account, refer to Part V of this manual 
for Information. 

If the proration for pre"- 'd expense items is made at the time of the expen- 
diture, no further action Is necessary at year-end. The prepaid expense 
proratlor schedules should be checked at this time. If there Is an error to 
be corrected or an adjustment to be made, the debit or credit will be made to 
the Prepaid Expense account and the offset to the appropriate expenditure 
account. 

The Reserve for Working Capital account Is adjusted 1o reflect the net Increase 
or decrease during the year. 

The total amount of the General Reserve account Is closed to Unappropriated 
Fund Balance, the total amounts In the Income and Estimated Income accounts are 
closed to Unappropriated Fund Balance, and the total amounts In the Appropri- 
ations and Expenditures accounts are closed to Unappropriated Fund Balance. 

Preparing the adjusting journal entries. Under n»thod one the adjusting entries 
are made as foi tows: 

Date Account Debit Credit 

6-30-75 9580 Expenditures 

9510 Accounts Payable 



Subsidiary Expenditures Ledger 
4300 instructional Supplies . . . . 



To record liabilities for goods and services received. 

6_ 
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WTE: This records accrued HabHitles at the end of fiscal year 1973-74. 

Date Account Debit Credit 

7-1-75 9510 Accounts Payable 

9580 Expenditures 

Subsidiary Expenditures Ledger 
4300 Instructional Supplies 



To reverse accrual oi' prior year liabilities 

NOTE: This entry reverses the prior year accrual at the beginning of fiscal 
year 1975-76. 

becond method. The original accrual Is left on the books until the cash receipt 
or disbursement Is recorded. At this time any necessary adjustment should be 
made. Under method two the adjusting entries are mad© as follows: 

Date Account Debit Credit 

6- 30-75 9580 Expenditures 

9510 Accounts Payable 

To record liabilities for ^3ods and services received 

Date Account Debit Credit 

7- 31-75 9510 Accounts Payable 

9110 Cash In County Treasury 

To record payment of lal bill ties 

Note mat as soon as It Is believed that all prior year liabilities have been 
paid, the net difference between the total of the actual payments and the total 
of the liabilities entered before the close of the preceding fiscal year and 
brought forward as a balance In the Current Liabilities account should be the 
basis for an entry to close such balance to Unappropriated Fond Balance. 

The following entries Illustrate the recording of year-end accrued Income 
expenditures and abatements. Neither of these entries has any effect on the 
cash account. These accounts are cleared \ci the following year by one of the 
two methods previously described. 

Date Account Debit Credit 

6-30-75 9160 Accounts Receivable 

9840 Income 

9850 Expenditures 

Subsidiary income Led^r 
8880 Miscellaneous Income 



Subsidiary Expenditures Ledger 
4500 Other SuppI les 



To record unco 1 1 acted fees and abatements 
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Date Account Debit Credit 

6-30-75 9840 Income 

9850 Expenditures 

9510 Accounts Payable 

Subsidiary Income Lodger 
8656 Rental Income 



Subsidiary Expenditures Ledger 

4500 Other Suppi les 

4200 Other Books 

4300 Instructional Supplies. . . . 



To record liabilities for ^ds and services received and abatements 
of incojne 

when accounts are closed, the General Journal entries are made as Illustrated 
in the following exanptes: 



TO CLOSE THE GENERAL RESERVE ACCOUNT 



Date Account Debit Credit 

6-50-75 9630 General Reserve 

9710 Unappropriated Fund Balance 

To close the General Reserve account 



TO CUOSE ESTIMATED INCOME AND INCOME 



Data Account Debit Credit 

6-30-75 9840 Income 

9710 Unappropriated Fund Balance 

9810 Estimated Income 



Subsidiary Income Led^r 
6110 Maintenance and Operation (Public Law 81-874) . . . 
8210 National Defense Education Act 

(Publ Ic Law 85-86<}) 

6611 isaslc Aid and Equalization Aid 

6616 Educationally Handicapped 

8622 Transportation 

8811 District Secured Tax Rol I 

6812 District Unsecured Tax Rol I 

8880 "Miscellaneous Funds" 

M<i20 Other Tuition 



To close tstlmate-d Income and Income to Unappropriated Fund Ra lance 



TO CLOSL APPROPRIATIONS AND EXPEND 11 URES 



Uate Account Debit Credit 

6-30-75 9820 Appropriations 

9850 Expenditures 
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Unappropriated Fund Balance 



Subsidiary Expenditures Led^r 
1100 Certificate Salaries, Regular Schedule Teaching. . . . $320,000 



1200 Certificate Salaries, Regular Schedule Nonteaching . . 55,000 

1300 Certificate Salaries, Other Teaching . . . 40,000 

1400 Certificate Salaries, Other Nonteaching 19,500 

2100 Classified Salaries, Regular Schedule Instructional 

Aides 12,000 

2200 Classified Salaries, Regular Schedule Non Instructional 4,100 

2300 Classified Salaries, Other instructional Aides .... 7,000 

2400 Classified Salaries, Other Non Instruct I cna I 36,000 

3100 State Teachers* Retirement System Annuity Fund .... 10,000 

.v.>00 Public Employees' Retirement Fund 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance . 1,500 

3400 Health and Welfare Plans 900 

3600 Workman's Compensation Insurance ..... 900 

3700 Local Retirement Systems 1,900 

4100 Textbooks 2,000 

4200 Other Books 500 

4300 Instructional Supplies 2,500 

4500 Other Supplies 800 

4800 Equipment Replacements . 6,000 

5100 Contracts for Personal Services of Consultants, 

Lecturers, and Others 500 

5200 Tra>^l and Conference and Other Expense Reimbursements 300 

5300 Dues and Memberships 200 

5400 Insurance 1,000 

5500 Untilties and Koisekeeping Services 5,000 

5600 Contracts, Rents, and Leases 4,500 

5700 Legal, Election, and Audit Expenses 500 

5800 Other Services and Expense 4,500 

5900 Interprog-am Charges and Credits 0 

6100 Sites and improvements of Sites 2,500 

6200 Buildings and In^irovements of Buildings 22,500 

6300 Boo and Media for New or Expanded Libraries 1,500 

6400 New equipment 7,800 

7200 Outgoing Tuition 30,500 



PREPAID EXPENSES 

Cash Is often disbursed by school districts for services or materials, a portion 
or ail of which actually applies to a future fiscal period other than that in 
which the cash disbursement is made. The most common such disbursement Is for 
Instance, the full premium of which is paid Imnediateiy, but the coverage of 
which extends Into future school years. Were the entire prerr.iu«ti charged to 
the ye«' in which the premium Is paid, expenses for such a year would be over- 
stated, and a con^arison with years in which such premium wasi not pai i wouid 
become Invalid. For the purpose, therefore, of Including e>q)end?ttr9s in the 
year that the services or materials were received. It becomes necessary to 
accrue as an asset the amoun^ of cash disbursed for an Item allocated to a 
future year. I 
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When the cash dfsbursemRnt for an item as discussed above Is made. It is 
necessary to credit the cash account for the full amount of the disbursement. 
The debit must be split to two accounts, that portion which applies to the 
current school year being charged to current year expense appropriate to 
the item, and the remaining protion applicable to a future year charged to 
the asset account entitled Prepaid Expenses, as In the following example: 



General Ledger 

Date Account Debit Credit 

7-15-74 9850 Expenditures $100.00 

9220 Prepaid Expenses 400.00 

9110 Cash In County Treasury $500.00 

To record payment of a five-year Insurance policy, one year of 
which applies to the current year. 



Appropriation Ledger 

Date Account Debit Credit 

7-15-74 5400 Insurance $100.00 



To record payment of a five-year Insurance policy, one year of 
which applies to the current year 

At the end of the school year when the books are closed, the asset account. 
Prepaid txpenses. Is Included with other ending balances and becomes a part 
of the beginning balance for the next school year. 

After tho books are opened for the next school year, it Is necessary to 
determine whether all or a portion of Prepaid Expenses applies to the current 
year. This amount must be charged to the appropriate expense account of the 
new year, leaving as a remainder in the asset account any amounts not yet 
applicable. These, In turn, must be carried over a Prepaid Expenses to the 
next school year. To facilitate determination of the amount to charge to a 
year other than that in which the original cash disbursement was made, it Is 
good practice to prepare a schedule of amounts and periods appiclabie at the 
time when the original cash disbursment is made, as shown In the following 
examp i e : 

PREPAID EXPENSES SCHEOUI.E • 

Analysis of total applying to each succeeding year 

Po n cy Overa 1 1 First Second Third Fourth Fl fth 

Date Number Carrier Total Year Year Year "-jar Year* 

7 -15-74 %mM i\66.i)6 ITSOo rr505 il6o.o6 



This schedule Is retained for reference at the time of a future year charge-off 
to ensure that the correct amounts are charged to each succeeding year In which 
a benefit is received. The preceding schedule would be updated at the beainninq 
of each school year by reductlng the control toial by the amount of the first year 
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succeeding, which Is charged to expense, and by moving each figure In the 
next several colwwis one column to the left. 

To charge off the portion applicable to a new year at the beginning of that 
year, a journal entry is made, with the debit to the appropriate expenditures 
account and the credit to Prepaid Expenses. This should be one of the first 
entries. 



ACCOUNTING FOR STORES 

For those school districts that maintain central stores of materials, It would 
be- Inappropriate to charge the amount of cash disbursed for stores as an expense 
for any given year. Instead, It is necessary to charge as expense only the 
value of the stores Issued during such year. The value of stores paid for 
but not Issued nujst be accrued as an asset to become a part of the ending balance 
at the close of the school year. The saro amount In turn beojines a part of the 
beginning balance of the new year when the books for the new year are opened. 

Unless a Stores Revolving Fund has been established In accordance with provisions 
In the Education Code, payments for stores are made from the General Fund, with 
the debit to stock purchases within the Stores account and the credit to Cash, 
as in the next examppj: 

Journal Entry 

Date Account Debit Credit 

9-11-74 9210 Stores, purchases for stock $55.10 

9110 Cash In County Treasury $55.10 

To record supplies pu ..sed for stock 

When stock Is Issued, an entry must be made crediting stock purchases within 
the Stores account and debiting the appropriate expense account. This may be 
done by posting detailed requisitions to a special Journal, the accumui.ited 
total of which Is posted to the General Led^r at monthly Intervals. Such 
posting Is shown In the following examples: 



Stock issued Ledger 





Requslsltion 








Date 


Number 


School 


Account 




9-7-74 


12501 


Roosevelt 


4300 instructional Supplies . . $ 


2.72 


9-9-74 


332 


Garfield 




7.66 


9-10-74 


2661 


Vteshington 




12.01 


9-27-74 


32 


Wilson 


4300 Instructional Supplies . . 


19.43 


Monthly 


Journiil Entry 








Date 


Stoc^' issLWd Ledger 


Debit Credit 




9-30-74 


4300 Instructional Supplies 


$22.15 





4500 Other Supplies 19.67 

9210 Stores, withdrawals from stock $41.82 
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To record withdrawals of stores for the month of September, f973 



:>tore Ledger 



Date 



Overhead 
reimbursed 



Overhead 
expense 



Stock 
purchases 



Stock 

wf thdrawal s 



Total 
stores 



1-74 

'J- 30- 74 



$55.10 



$41.82 



$'j5.I0 
13.28 



In the event that a Stores Revolving Fund has been established, a warrant must 
be drawn on the General Fund payable to the Revolving Fund In the amount of the 
f-tal withdrawals In lieu of the journal entry just given; but tha accounts are 
•jtiicrwlse the same. 

io extend the vali^ of stock issues, the most cojwnon practice is to compute an 
civerage price each time new stock Is received and to use this average price for 
extending all requisitions prior to the next receipt. The data necessary to 
compute an average price Is accumulated by maintaining perpetual stock records 
for each item carried in the warehouse. Part V of this manual contains detailed 
inforntion about methods of maintaining perpetual stock records. 

Lertain expenses, other than the disbursement of cash for stock, are usually 
incurred in the operation of a warehouse. Examples of such expenses are the 
salaries of warehousemen or deiiverymen, utilities, rented space, and vehicles. 
If stores are accounted for in the General Fund, these other expenses may be 
di strluu'-^d directly to the appropriate expenditure accounts or charged to 
overhear: expense. If a Resolving Stores Fund has been established, these other 
oxpensos would be charged to overhead expense within the Storer account In the 
revc! rcj fund rafher than In the General Fund. Eventually It will be necessary 
to .rorate these expenses to the appropriate expense accounts; using the dls- 
TriDutlon charges as a basis for stock withdrawals, prorations may be made 
either as issues are made or at the end of the year. 

one method of distributln.j overhead incurred In operating a stores warehouse 
in to add lo the average cost of each Item requisitioned a fixed percent (over- 
head) that Is sufficient to cover all operation expenses. This method of 
distributing overhead allows the total warehouse operating costs to be dis- 
tributed to applicable expenditure accounts by the end of the year. Any 
'surplus or deficit In the net total of the two remaining overhead accounts 
is then prorated and distributed among the liable expeidfture accounts. 

If the overhead Is not distributed along with the stock Issues, then some means 
of eventual distribution of overhead must be maintained. This may be done by 
keeping a running analysis of withdrawals by classification of the expenditure 
accounts to which the charges are being made. The totals are converted to per- 
cents of the total withdrawals at yearns end, and the total overhead expense 
incurred In operating the stores warehouse Is distributed to expenditure 
accounts on the basis of these percents. When a constan; percent Is added 
to Issues in accounting for the above entries, the debit of the total amount 
including the percent for overhead, is charged to the appropriate expenditure 
account. The credit, however, must bo spilt between actual value of the Items 
of stock withdrawals computed at the latest average price and the amount that 
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*<as obtained by extendin. that value by the constant percent to cover over- 
head reimbursed to the Stores account. For this purpose on overhead reimbursed 
account should be nalntalned within the Stores account. At the end of the year, 
the total charges to overhead expense will be available separately from the 
credits to overhead reln^ursed. For the following year, percents may be adjusted 
to reduce differences between the owrhead amounts expended and reimbursed. Any 
differences between these two accounts at the end of the year must be charged 
or crsdited as the case may be to appropriate expense accounts according to the 
value of items Issued. 

As mentioned In Part V of this manual, an actua' physical Inventory should 
be taken at least once annually, and a con^arlson should be made between 
the «>ntrol county on the perpetual Inventory and the actual count. At this 
15 me any difference should be adjusted by charging or crediting overhead expense, 
Li the value of any difference In the quantity on hand, with the offset to stock 
withdrawals. If at any time the warehouse Is unable to complete a request because 
of Insufficient stock, an Indication of how much was actually Issued should be 
noted on the requisition. This will make possible a simple check of agreement 
with the perpetual Inventory on that Item, since the account will ntw be zero, 
or very small. Inventory variations discovered at such times should be accounted 
for when convenient, but no later than the end of the year. 

Specifically, if the Stores account Is maintained In the General Fun, the 
net value of the Inventory will be reported In part one of the Annual Financial 
and Budget Report, both as an ending balance for the current year and as a 
beginning balance for the new year. If a warehouse Revolving Stores Fund 
account naj been established, the net value of the Inventory will be entered 
on pert nine of the Annual Financial and Budget Report, which If for special 
funds, wist the accounts as "stores" for both beginning and ending balances. 
Expenditures for operating purposes will be zero In alt cases, since these 
expenditures are accounted for In the General Fund. Should additional capital 
be added to the fund resulting from an Increase In dally attendance, the Increased 
capital Is accounted for as a transfer expense on the General Fund and a transfer 
income on the Resolving Stores Fund. Conversely, should some portion of the 
capital funds be returned to the General Fund, the amount returned Is a transfer 
expense on the Revolving Stores Fund and a transfer Income on the General Fund. 

In the event that the Revolving Stores Fund Is established as a common fund of 
two or more districts, duplicate Annual Financial and Budget Report forms (part- 
nine) are prepared for inclusion with the budgets of each co-owner of the fund. 
An Indication Is made showing the percent of equity of each co-owning district 
according to the *alue of Its Initial cash and Inventory contributions to the 
established fund. 

'#hen the Revolving Stores Fund Is es'abllshed Initially, the transfer expense 
account In the General Fund Is in the amount of cash plus Inventory contributed 
to the fund. In this year the General Fund will show the value of Stores as 
a beginning balance but will show no ending balance. The Revolving Stores 
Fund of the first year will show no beginning balance but will show a transfer 
income In the total value of cash plus Inventory received and an ending balance 
of Cash and Stores. 




GENERAL LEDbEK ACCOUNTING FOR BUILDING FUNDS 

tiullding funds are used to account for the receipt and disbursement proceeds of 
the sate of bonds authorized by elections and Issued by a district und^^r Education 
uode Section 21701. The major exepndi tyres In a district building fund are ref- 
lated to the purchase and improvements of sites, construction and modi f icatlcH^ 
of buildings, and the purchase of equipment. 

The accounting entries described earlier In this section for appropriations, 
expenditures, and encumbrances are found In the Building Fund. However, there 
are some accounting features In this fund that are not found In other funds* 

To Illustrate the accounting for a building fund, a series of typical transactions 
a-^^ entries In summary form is given, as follows: 

An issue of bonds totaling $5,000,000 Is autho«^lzed by the voters for the 
purchase of sites and the construction of buildings. 

Serial Bonds Authorl zed-- Unl ssued $3,000,000 

Reserve for Unissued Bonds $5,000,000 



The full Issue Is sold to the Bank of America. 

Cash In Couf.Ty Treasury $5,000,000 

tncoflVi— Sale of Bonds $5,000,000 

Reservo ^or Unissued Bonds $5,000,000 

Uerial Bonds Authorized— Unissued $5,000,000 

Lsti mated Income $5,000,000 

Appropriations j $5,000,000 

NOTE: Because contracts cannot be let until funds are available, 
appropriation authority must be withheld until bonds are sold. 

Construction contracts and agreements to purchase sites are made In the 
amount of $4,900,000. 

fncumb ranees $4,900,000 

Keserve for Encumbrances $4,900,000 

4, Other costs, not encumbered, are paid In the amount of $20,000, 

Expenditures $20,000 

Cash 320,000 



3. 



t>. Construction contracts and agreements to purchase sites, previously encumbered, 
are paid In the amount of $4,910,000. 

Keserve for Encumbrances $4,900,000 

Encumbrances $4,900,000 
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Expenditures $4,910,000 

Cash $4,910,000 

An entry Is made to close Expenditures Into Appropriations. 

Appropriations $4,930,000 

Expenditures $4,930,000 

An entry Is made to close Income Into Estimated Incoma. 

Income-Sale of Bonds $5,000,000 

Estimated Income $5 ,000, OOC 

An entry Is made to close Appropriations Into Une>q)ended Fund Balance. 

Appropriations $70,000 

Unexpended Fund Balance $70,000 
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APPENDIX A 



SAMPLE CCAF-311 

STATE- LEV EL BUDGET REP(»T 
CALIFORNIA COMMUNITY COLLEGES 



(formerly 301) 



Page 1. Certification 

2. Table of Contents 

3, 4, 5 Sutnmar>' Current 

District Tax 
Requirements 
6»7,8 Analysis of Restricted 
Taxes 



CHANGES 

to- be developed 
as required 
by SB 6 (revised 
worksheet for 1974-75) 



9... 



CHANGES 



PART I INCOME 

PART II EXPENDITURES 

PART III ACTIVITY 
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PART I 



eALIFORNU OOHmilTY CQUJEffS 
mm, FtMNOIM. « BDOSET REPMT • fi£N0MI. PUNO 



PART iylMOllE 



STATE use ||CUR^MT 8U08£|| 



„AUTKpftlTY., OESCRIPTiON 

.1 

> ! BEQltMING BAUIKE 

; I 

.GASH IN OOtmTY TREASURY ^ 

ECS . ,i 

) „£CS.7U5 ilCASM IN .t 

) .^Sjoi-S .il^VOLVING CASH FVBO 

ECS I 

, ECS 1(^203 il^STMEtlTS (at eett) 

' .CCAF«^3 ACCOUNTS REOE I VA8U 

^ STUOFMT LOANS RECflfABU 
« ;. ..STORES 

PREPAiO EXPENSE 

OTHER GWRENT ASSETS 

ECS I75OS.A8SETS FROZEN 

rOT|i. CURRENT ASSETS 

: CCAF.304 J.«ra CURRENT LIASillTlES |^ OEFR^ IN^^ 

H., NET,^QlffitlNS BAUNCe 

>-]^ AOJUSTMaiTSi 

ACCOuflTS RECEIVABLE 

^ CURRENT llABILiTIES 

Li 




Sl«874||laifitcntnce & Op«»stlen 

I jytilTMMl C<fBeCtl«l ^ 

ijpL 90^35 ikdtwttlOBta ProfMwIeaa j|tv«U>||Mflt 

'. PL 88^52^EMnonie Oppertunlty Aet 
PL 85*10 El— ii ttpy A S»wftdary^ 

^ ' , PL 9l-54;lEffe^tii«y Etplayaaiti A«t 

PL 69f329i^igh«r EduMtlen Act - I 
_«I PL 92^5x2 |R«venu« Shirlng - 1973 

/ < ,PL 8S4864iNailon«l Otfti)«4L EdoMtlot 
|i ^ l lterk Inwittiv* IWIN) , 
' ^ S7t41S iMLopsHcc l>mIoi»itnt ft T^^lnlna ^ 
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CALiFDRN^A (XMWINtTY OOUSOES 
ANNUAL FINANCIAL & SUDOST RCPORT - QSWiM FUND 

PART I, iNCOttE 
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ACCOUNT & :i ACTUAL 



.AUTHORITY,; 



DESCRiPTiO 



STATE USE !, CURRENT BUDGf 
ONLY ' FISCAL YEAR 



' iNC6*l£ (Cont»<l) 
FEDERAL iNCOMfi 



' .CCS 20231. Forest Reserve Funds 
< ECS Flood Control Funds 



.ECS X76O6 MijcelUneous Funds 

Other 

HCS 16616 Children's Center 
Other 



st m \\ m 

it 



-'It 



<' ;ECS 2^528^7 Extendsd Opportunity PrjMrsns 

' ji£j^ lj72$4'. Other ' 

^'^ \ ^44,82. Capital Outlay ! 

', .Cfifldren's Center 1 

•'II j{'eveloBni«nl Cer ' i>r Handifluped Minor! 

I Tax R«lief 2ob»entfon8 T \ 
' ,219^ . Susiws Inventory ^ 

• ^RSTCa nn. Properly Tax Relief 
I WiilitAson Land Act 

- ECS l?25«i Other 

I ECS 17606;tM|9eellaneotts Funds 



••'Ml 

ERIC ^ 



;Other 

TOTAL, STATE INCOME 




Basic & Equsllzaiton Aid 
Basic A;i| 

Physically Handicapped 
Tran^rtatloA Handic^ped itfodajits 

..Special Purpose Apportioisaat 

TransporUtloB 

..ProJect-^Conneeted Studeni» 
Cdticat ionilly Dlsadvantagjfd 
&8rly Childhood Oavelopnejii 

. Speofal Alloiirancef 

tnairuct tonal TeXevIaj ion. anl CIS^ 
Education ^n{>fovafli£^.A9;t 1)6^ 



CAliFQfiNtA COlilHmtTY COUl£fi£S 
ANNUAL FINANCIAL & BUDGET REPORT - GEriStAL PUNO 



MST copy flVfflUBU - ^ 



PARTt» INCOME 



3 



' authority' DESCRIPTION 



,i ACCSUtiT & 
£ 0 P NO. 



.jACTUAL ,i 
., FISCAL YEAR.! 



STATE USE pClffiRENT BU0<JE| 



ONLY 



FISCAL YEAR 



, \HOm (Cont'd) „ i 

pOVNTY INCOMS t 

■fC8 202WCom™un i ty College Tuition (charge to free tsrritorj) 
.,ECG 1726^1 Mualiztt Ion AI4 Offset,, ia^ { 

^ ECS 1760iJ!scelXaoMus Funds „ , 

>j5fiS I725i-fttlier . . ... , . i 

TOfU, COUNTY INCOME „ , • 



LOCAL INbOME 
tC8 ?0 75'. 



(88040 



14 



26 



20603 Diatrict Taxea 
S«cur«d Roll 

Prior Veirs' Taxes 

.City and County Taxes (a^,vaIorf«% le7le|} 

City Taxes 
, CouiAy Taxes 
|«les 

Bonds 

Equifxient & Supplies,; 
tan & Buildings 

Food Service 
Pii 111 i cat ions 
Other 



..leasi^s. & Renial^ 
' Interest 

^Contracts end Fees 
Adult Education 



Devfflopffient Cgnter^ ^ndioapped Nin^< 
Distrfct " j I '; 

pnu . 

Offier ''student Charges 1{ 
TOTAt, LOCAL IJICDME [i 



nters 



f^nres i dent ;8tadents 
CHIl*-en«s C 

rees, F 



rs 



«:cpnir>eotfs Funds 



Private ^ncowe Bequei 

Other 



end 



fi?giL.;^ . . 



8^6 



I J' 



14 



Jii_ 



INCOMINC TRANSFERS 



1 



'res 



!1 ' 1 



8^2) 



i t 1 



»-3 ! 



_ „ cAueofitiU tt^mmiTi QDuma 

ANNtfAl FINAttOIAL I BUOOET fiEPORT • QEIOAL mO 
PART INCOME 



«sttisnimum 




CALIFORNU COMMUNITY COL»-BGES 
PART 1, INCOME 





3)P , 


BUILDING FUND 


S»SC1AL RESERVE 




to. 


Actual 
Year 


Current 
Year 




Actual 
Year 


Current ^ 
Year 




»EGINNINC tiALANCE 1 
















9l40BCash Awaicing Oe^sit (ECS 17132> j 
















9IS0B Investments -US Bonds, etc. | 
(ECS 17203) 
















9l60BAccounts Receivable | 
















9300BOther Current Assets ! 
















Total Current Assets J 
















9500BL.ess Current Liabilities | 
Itet Besinninfi Balance^^^ t 
















Adiustmcnts to Accts. Rec. 1 














Adiusta»nts to Curr. Liab. 1 
















Ad lusted Net Beeinnins Balance t 














INCOME 
LOCAL 

B710 Conm. College Tuition Tax 

(ECS 20206(b) 1 
















8790 Other (ECS 6952.5)''*^' 
















8840 Sales ! 
8841 Sale o£ Bunds 

(ECS 21810) (must 
aRtee with Ft. 2, 1.3) 
















8843 Sale of Und & Bldgs. 
(ECS 16053) 
















8850 Rentals & Leases, except 
Misc. Funds 
















8860 Interest 
































8800 TOTAL LOCAL INCOME 
















STATE 

8645 Capital Outlay 
ApppTtioninent 
















8690 Other 
















8600 tOTAL stATE INCOME 
















« 

FEDERAL 
















8210 National Defense Ed. Act. 






























(PL 85-B64) 
















TOTAL FRDERAL INCOME 
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CALIFORNIA COMMUNITY COLLEGES 
PART I, IICOME 



8877 PARKING FEES 

8878 OTHER STUDENT CHARGES 


BOP 

to. 


BUILDING FUt 


ID 


SPECIAL RESEF 


IVE 


^ Actual 


currenc 




Actual 
&6ar 


current 
Year 


















R891 PRIVATE 






■ I M VUHM n- M j.m. jj 


--^ 








lM«(V1Im> TRANSFKKS 

8930 Interfund Transfers^'' 






' 




District by reason o£ 
ieorganls»tlon^^^ 




^ . 


SOOO TOTAL INCOME (Exclusive oi 
Poglnning Balances) 
















TOTAL INCOME PLUS BKINNING 
BALANCE 
















EXPENDITURES 
















ENDING BALANCE 
911(S Cash in County Treasury 

















9140£ Cash Awaiting Deposit 












. .... 




91s6b Inve8tiBet.t6 - US Bonds, etc. 






.•^.^...w ^. 


9I6(^ Accounts Receivable 






- 




930QB Other Current Assets 
















Total Current Assets (S.I 
to 5. inclusive) 
















9500E Less Current Liabilities 
















NET ENDING BALAIKJE (E.6 minus E.7) 














TOTAL EXPENDITURES AND 
NET ENDING BALANCE 
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CALIFORNIA COMMUNITV COLXKGl^b 
Part I, INCOME 



EDP 
No* 



BOND I & R FUND 



Actual '!Current 
{ Year Year 



1 OUTSTANDING BONDED INDEBTEDNESS 

OF DISTRICT, at June 30 

2 Plus amount of bonds £roa 

acquired dlstriccs ; 

3 Plus amount of bonds sold J 

(must agree with Account 84.1 
of Building Fund) 

Subtotal I 

4 Mim*s amount of bonds to { 

acquiring district ] 

5 Minus amount of bonds redeemed ! 

(must agree with Acct. 1350) > 

6 OUTSTANDING BONDED INDEBTEDNESS 



DORMITORY 1 & R FUND 



Actual 
Year 



Currents 
Year 



T 



BEGINNING BALAtTCE, JULY I 
9II0B Cash in County Treasury 



(lb; 



9I40BCash Awaiting Deposits 
(ECS 17J52) 



1 T 



9150B Investments in US Bonds » etc. 
(ECS 17203) 



II 









ll . I 1 








Net Beginning Balance (must . 
agree with prior year Net 1 


1 ! 










Adjustments to Accounts 






it 1 


1 I 


Adjustments to Current 


1 1 




i 




! 1 


AUJUl>Ti:U NKT BKCINNING BALANCE ^ j 


1 

^ i 


1 




! 

i 

. 1 
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CALIFORNIA COMMUNITY COLLEGES 
PART I» irffiOMB 



1 

■ 

LOCAL 

8810 District Taxes 

8SII District Taxes, Secured 
RolU received CBond 
Tax Rates 


£DP 


BOm> I & R FUMU 1; DORMITORY I & R FUND 


No. i Actual 1 
i Year 


Current 
Year 


1, Actual 
Yesr 


Current 
1 Year j 


1 


1 








1 

1 
1 

1 
1 


8811 District Taxes » Secured 1 
Roll, required to 1 
balance budj^et 1 













8812 Unsecured Rolli 



• ai 



8813 Prior Years' Taxes ..... 
8 860 Interest^** ^ ....1 



8890 Other^TT 



COUNTY 

8710 Com. College Tuition Tax 

. 79oo^>s?!??!^!!!^;;::::::: 



TOTAL LOCAL INCOME 



STATE 

8670 Tax Relief Subventions 
6671 Business Inventory, 



8672 Property Tax Relief 
8679 other 777 



8600 TOTAL STATE INCOGS 



FEDERAL 

8100 TOTAL FEDERAL ZNCOKB 



INCOMING TRAKSFQtS 

8930 Interfund Transfers 



8990 Balances from District by 



reason of reorganigattow 



0) 



"T- 



I 



TOTAL INCOME (Exclusive of 
Beginning Balances) 



TOTAL INCOME PLUS BEGINNING 
BALANCE 



EXPENDITURES 



ENDING BALANCE, JVM 30 
9110 E Cash in County Treasury 



i i 



914 0E Cosh Awaiting Deposit 



9 1 50E Investments " US Bonds » etc. 



u 



9160E Accounts Receivable 



9300E Other Current Assets 



Total Current Assets (E.l to 
6 inclusive 



95 00E Less Current Liabilities 



NET ENDING BALANCE (E.7 minus E.8) • 
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CALIFORMU COMMinilTY COLLEGES 
PART 1, INCOME 



INCOME REPORTS FOR REMAINING FUNDS 

SET UP ACCORDINGLY (using incoii» categories from CCAF-301) 

Cafeteria 
Children's Center 
Dormitory Revenue 
Dormitory Construction 
Self- Insurance 
Other 
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PART XI 
EXFeiDITURES 
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PART il 
IXPFNOITWES BY OnJECT 



BEST COPt AVMIABIE 



1000 CERtlfiCATCO ;AL*RlfcS 
OXOO 

. im 



Current r«p#B»« 
of Edvcatien 
(Aciiviiics 



2000 CIA3GH HO 5*l*R«t3 

». jm 

1222 



joio 3TAn '-f^fcf trc 

100 



.J31P-. 



JfiCft- 



J52S- 



..3619. 




l'^73-74 (ACrUAL PAST YEA«) 
Totil Cwrre»^t 



Optra t ions 
(Activities 

■ ,0108-7008) 



TOTAL 
{ Ael i tf i t i es 

■J>18Q - 790.C>). 



Not to be reported 
August 1974. 



urr«nt tupcnse^ Total Corrtnt 



of td'ication 
(Activities 
QIM , 6700) 



Opent ions 
(Aet<vit!os 
0100 - 70QQ1 



TOTAL 
(Activiti'.B 



—IP •» — f4 



4000 BOOKS, SUPPLIED » 

4100^ saOfi 

IfiOO 



5000 CONTRACT SERVICES, 
Off RAT If;. EXftfitifS 

„5PPP 



iOOO CAPITAL OUTlAV 

Lm 



JtX2JL 



7000 orHff< otiTttO 

TiX'fi 

. 720f. 

^ Jlilfi 

iwia 



/aoiJ 



iOIAI 
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=3 
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I 
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<r 2 o o 

LJ ^ O 

X s ^ w 

^ s> fle 

O H- Ui 
«0 €0 



c/> c «c 
g ^ o 
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• o 



^ 



• O 

or « — o 

:^ to er \o 

t-- 

o — 






o 



Or 

CO 



I 

o 



a. g 



a. 

CO 



to 

u 





C/5 














s 




e 




8 


CO 





9. iA> 



— or 3» o 

•J tSr O 

gl <S U' r-4 

3 V) CJ 



£9 

i p 

o m 

lA. 3 

CN 



f 

if 




f.i 

ir 

r 

t 




ir 

UI 



i 

4/i 



•J 




<0 

o 



4J OS 
U r-4 

c 

ex. U 

o c 

44 



f 



M^4 



BEST COPY AVAILABLE 

CALIFORNU COM^flINITY COLLEGES 
ANNUAL FINANCIAL & BUDG^ R£FORT 



GENERAL FUND 
1974-75 PART II, EXPENDITURES 

(ACTUAL PAST YSAR)* 







Building 
7100 


Other Outgo 
7200 - 7500 


Contingencies 
7900 


TOTAL 














CURRENT OPERATIONS 


OiOO • 
7000 










C/iPTTAL OUTLAY 
Sites 


6000 










6110 










Site Improvement 


6120 












6200 










gauipment 


6400 










liease Purchase 


6500 










OTHER OUTGO 
Debt Service 


7000 










7100 










Tuition 


7200 










Interfufid 


7300 










(J^ther 


7400 










Student Aid 


7500 








' — ■■ i 


TOTAL 










i 



*-'lo be reported, for first time, 
in August 1975. 
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PART III 
ACTIVITY MEASURES 
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CALXFt^tMU COMMUmSY COLLBGBS 
PART IXX, ACTXVnr HSASimBS 
XNSTROCTKM 



BEST €OPY AVMIABLE 




ACTIVm 



plOO AgNR 



Cliflfi 



Bios 



ilfiQQ j?9aB ... 

0700 Clnfo 



Oafifi SnSiL 



EA&SL 



UfiS tssk. 



im Sfiis, 



1300 



BoSc 



I»00 Law 



CAUFOSNXA COMUHITY C0XX8CBS 
PART Xn> ACTXVm MBASUISS 
INSTRUCTION 



BEST COPY AVAiUISLE 



Crt 



(SBAfiSD riASSSS 



Snt 



WFCH 



WSCrR 



WSCH 



Crs 



ADULT CLASSES 



" r 



WFCH 



WSCrH 



WSCH 



Lett 



1600 



LiSc 



llOfi Hath 



Mils 



1900 PhyS 
2000 P»yc 



ZIQSL 
UQQ 
3i2Qfil 
A900 

ERJC 



PA »$ 

-S4»S.. 



ABfit 



— i 



I 



I 

in-2 



1|7 



CAUFORNU CONMUUm CGLLSGBS 

PART m» Acnvm mbasurbs 



B£ST COPY AVAIUBU 



1 

ACTIVITY 


RBGtJLAR TBBM 


SUMfSR OR SPBCXAL SESSIOIS 




Crs 


Sua 




USCrH 


WSCR 


Crs 


Snt 


r 

NFCR 


HSCrH 


WSCR 


0100 AsHR 






















QZQQ ArBd 




















. 


. 1 


9m Rfft$ 
















. 


WOS 






















0500 UKg 



















- - * 


0600 Com 
















0700 CInfo 














— — . 


. - . 




QSQQ 




















0900 FnRf 












— .— .. 1 


— 









1000 PAAz 


















1100 ForL 




















^ — - ■ mm *~ ' 1 


^1200 






















1300 HoBc 













— — - - 




- 


— - - 




1400 Law 






. 


p_. 















1500 Lett 
















- 






1600 LiSc 






















1700 Iteth 






















1800 Mils 
















1900 PhyS 




















2000 Psyc 
















t 






2100 PA&S 























2200 SoeS 




















t 

i 


3000 CooS 


















4900_ IntS 




i 











1 f 
1 1 






\ 5300 Appr 




1 










1 \ 

i 


1 


ToMl 








* 

1 . 




Li — 





ERIC 



III-3 



cAuraoiu catMONm couegbs 

XHSTRUCnOK ^ 







! ■■ 


... m 


fillALTFTTWr 1 


MOT m OUALIFYIMG 


ACTIVITY 


— CSJL^ 


Snt 


WFCH 




H 




Pff,, 




WFCH 




WSCH 




AsNR 
























ArEd 






















0300 


R«gS 
























0400 


BIOS 




















— 




0500 


BsMg 


















- — — ■ -» - 






Comu 
























CInfo 


















- 


• - 


0800 


Educ 


















— ^ , 






EnRF 




— 


















1000 


FAAr 


— ^. -.^ 





















1)^00 


ForL 


. 






, 














1200 


HeaS 
























1300 


RoEc 






















1400 


Law 






















1500 


Lett 
























LlSc 




















i 


1200 . 


Math 






















18QQ 


Mils 


— , 


.... ^ 


















190CL 


PhyS 





















1 

( 

i 




Ksyc 










J 










f 


zm 


PA&S 













. ^ 


... 


— — — 




1 • 


22p0_ 


SocS 




















- 1 a 

1 
I 


3aO(L 


CoinS 


. --4 


! 


i 














1 


4d0tt 
i>30Q . 


TntS 
Appr 


j 

■• — f 

) 


-i 

1 

t 




^ 


< 

-1 








! 
» 


Total 




1 




J 


.5.9 ! 


1 






i 
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CALxrcfiNU cammm coLLSfflss 

PAST XXX, ACTXVXn HSASimBS 
XNSTRUCTXOR 



Ksr copy AVAJuyiu 



ACTivrrY 



JOiOO ahSl 



.am 



ArSD 



0300 Rags 



imfi 8ifi^. 



Q6S^ CflBSL 



0700 CInCa 

etas. Muc. 



0900 BnRF 



IfiSfi g4^ 



UfiO 



Sn* 



WFCH 



WSCtH 



WSCH 



Cts 



Sns 



WFCH WSCrR 



WSCH 



1400 



Law 



I.etc 



im ids&. 



^y)0 Mils 



liSO Phxs. 



2000. . ?>yff., 



juflo fjm. 

zm Sfisi. 



:y)fifi CflnS- 

i900 XntS. 



SODSL A99£- 
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CALZFOBHIA CmmiTt COULB(SS 
9ABT HI, ACrmiT MBASORBS 
ZNSTRUCTXOII 



mum. 



f 

1 






LAB-ACTIVlW-BISCUSSr 




ACTIVITY 1 


Cra 


Sns 


WFCH 


HSCrB 


WSCH 


Crs 


Sns 


WFCH 


WSCrH 


WSCH 


0100 AaMSL 






















Om ACISP 






















i 

0300 ReftS j 






















0400 lloS 




















. ^ . 


1 
i 

050Q_ B«Ml' 






















Qfm Coan 






















0700 CXn£o 




















0800 Bdwc 




















— -~ — . 


0900 BnRF 




















— ' 




iflao. „ ?M«: 




















1100 PofL 




















UOO 






















IMO BoSc 






















J1400 Uw 






















isoe i^tt 






















1600 LiSc 






















1700 Math 






















i . . ^ f 


xm . mis 




















1900 PbyS 




















2000. ^»yc. , 




















2100 PA&S 

a2op spcs 












^ 





















1 

i ' 


SQQQ. . i:;fln&. . 




















.4900 latS 
-5.200. Jiwa:->-.. 
lftt#l 






1 


















r } 










1 
1 








1 








! 
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CALXrORNU COMmXTY GOUBGBS 
PART XXI, ACTIVm MBAstaas 
INSTRUCTION 



BEST COPY AVAILABU 



1. 

ACTIVITY 






y 


_ TOTAL 








UVTU 


HSCrH 


WSCH 1 


Cirs 


Sns I 


WFCR 


«SCrR 


wSCR I 


fllOO ^sP 






















0200 ArSP 






















031)0 fiffK^ 






















0400 BIOS 























OSOO BsMr 






















J 


0600 Conn 






















0700 ?Il»f9 






















J 


0800 Bdttc 




















— 
























1000 FA^^r 























1100 Part 






















1 


1200 - . 






















1300 HoBc 























1400 IMw 




















- 


m& hStt 























%W use 























1700 mik 























im tm 






















19.00 .J?lurSL. 






















2000 rm.. 






















2100 PA&S 




















— 


220^ S0€$ 






















3000 QiPff^ 






















4900 ... XatS .. 




















5?pp Appr 




















Toul 


















1 

J - 
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CALIF(»HZA COMKDNZTY COLLEGES 
PART XIZ» ACTXVm tSASURSS 
IRm-lNSTRtK^TZOM 



BEST COPY AVAiLABLE 



ACTIVITY 



6100 
6200 



OIns 
A<16A 



Cerr. 

Rag 

Sch. 



FTS STAFF 

Clasij 



Cart. \ In | Clasa 
Othar, C. S.{ Oehar 



! 



6300 Co&G 
6400 OStS 



-i 



6600 PlPm 



6700 CIS 



TCEE 



6800 ComS 



7QQQ AtfyPp. 



Total 



4 ~-- 



t 



ACTIVITY IHDICES 



ERIC 



III-8 



APPENDIX B 
COLLEGE ACCOUNTING AND COSTING 



APPENDIX B 



COLLEGE ACCOUNTING AND COSTING 

This appendix discusses accounting principles unique to conwunlty college 
districts and certain concepts for measuring costs to facilitate district 
and college fiscal decisions. 

College Accounting 

WMIe most fundamental principles of accounting, such as uniform nomenclature 
and double entry accounts, are coninon to both goN^mmental and commercial 
ofaratloob, certain specific principles are unique to consnunlty colleges and 
Iocs' school districts. 

Fixed assets of a district have little or no bearing on a district's solvency. 
However, records of Investments In land, ground Improvements, buildings, 
equipment and the like should be maintained for administrative control and 
Insurance valuation. Fixed assets accounts should be charged with capital 
outlay expenditures from all funds either currently or by summary entry at 
the end of each fiscal year and a reserve account entitled "In^^stment In 
Fixed Assets" credited with a like amount. Fixed asset retirements and 
adjustments are treated similarly by charges or credits to these accounts. 
Depreciation re«>rds on fixed assets generally are not maintained In tax- 
supported agencies except for public utilities. Memorandum depreciation 
records may be maintained to reflect future liability for fixed asset replace- 
ment. 

Long-tenn financing of a government unit Is different from private enterprise. 
BonBs issued by a private »ncern are usually secured by the fixed assets of 
the Issuing concern. Governmental bonds are secured by ability of the college 
district to raise money through taxation. Bonded debt accounts are maintained 
by the county auditor, and data are usually furnished the district annually 
on the budget requirements for the Bond interest and Redemption Funds. How- 
ever, districts should keep memorandum records of the bonded debt in order 
to have at hand complete data regarding such Indebtedness, present and future 
tax requirements for redemption and Interest, and potential additional bonding 
capacity. 

Revenue is defined as additions to assets which do not Increase any liability, 
nor represent the recovery of an expenditure, nor represent the cancellation 
of liabilities without a corresponding incrj^ase \r other liabilities or a 
decrease In assets (National Committee on Municipal Accounting). "Revenue 
refers to an Increase In the net resources or surplus of a fund," but not 
alt Increases In the net resources of a particular fund "result In an 
increase In the net resources of the municipality as a whole, since the 
resources of another fund may decrease correspondingly." Fund revenues are 
classified by source, such as federal subvention, state apportionments, or 
district taxes. 
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Lxpendi tares are charges against appropriations. For accrual accountlnn 
expenditures includes total charges Incurred, whether paid or unpafd. For 
cash accounting 9 expenditures covers only the actual cash disbursements. 

rtn appropriation Is an allocation of funds, Incofw, or estimated inc<^ 
made by the governing board of the district for specific purposes, usuaily 
limited as to time expenditure. Appropriations authorize spending for 
definite activities by specifying the purposes for which expenditures 
my be made^ the amount to be spent, and the period of time during which 
thQ expenditures are to be made. 

Fnougti carefully planned, changes in appropriations are sometimes necessary, 
•c-^ri agencies may arise that require additional appropriations* A contffjent 
re -j^ve (Appropriation for Contln^ncies) Is provided from which the governing 
woard may authorize transfers to activities for which insufficient funds were 
.ov/ided In the original appropriation. 

iJiqatlons in the form of purchase orders or contracts to be met from an 
appropriation are recorded as a restriction or encumbrance of the appro- 
priation balance to keep commitments within the financial plan. This 
corfols overaxpendl tares of appropriations. If encurrft) ranees are not 
fonndlly entered against the appropriation account, commitments may exceed 
tne amount allocated to the appropriation. Obligations cease to be 
encumbrances when paid. 

Fund balancQg, with suitable qualification, denote excess of assets over 
n abl I ttlen or excess of resources over the sum of (^ligations, reserves, 
and unencu^nbered appropriations. 

The tf;. ;n fund is defined as a "sum, of money or other resources (gross or net) 
b«t .*3sfde to carry on specific activities or attain certain objectlvles 
in accordance with special regulations, restrictions, or limitations and 
constituting an Independent fiscal and account entity" (National Committee 
on Municipal Accounting). The accounting structure of a fund may include all 
the ubudi general ledger ac<»unts: assets, liabilities, fund balance. Income, 
expenditures, appropriations, and encumbrances. The fund is a complete and 
separate entity yielding distinct financial reports even though records may 
or may not be physically separated. In some cases, specific expenditures may 
be made from two or more different and the law authorizes transfers from one 
fund to another by resolution of the governing board. 

The number of kinds of funds authorized by law varies from time to time. In 
addition to tr>e General Fund, some of the typical funds used by community 
college districts are the Eiulldlng Fund, and Cafeteria Fund. The greater 
the number of funds, the more rigid the financial administration becomes. 
In the absence of l«n^l requirements, there should be as few funds as 
possible. 
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The budget is a proposed plan of expenditures and the means of financing these 
expenditures, accounting for necessary legal requirements. Annual financial 
and budget reports exhibit actual Income and expenditures of prior fiscal 
years, the proposed appropriations for expenditures, and the proposed sources 
of Incoine for every fund of the district. 

Transactions are recorded In documents such as apportionment notices, cash 
receipts, deposit records, requisitions, purchase orders, warrants, and warrant 
registers and these employed for direct or sunwarized posting to ledger accounts. 
They should Indicate the accounts affected by account name or number. Documents 
that (1) represent transactions of any one kind, (2) are numerous and <3) 
regularly recurring are usually recorded consecuti valy and chronologically In 
specialized registers i^nown as books of original entry . These registers accumu- 
late totals for similar transactions to reduce posting to general ledger accounts. 

Every accounting system needs a journal or system of Journal vouchers, other 
than special registers, for the first recording Infrequent entries for which 
no other provision Is made: opening, adjusting, and closing entries, and posting 
to ledgers. Standard commercial foms are generally suitable. 



Col lege Costing 

The college budgeting structure does not provide for measuring the value of 
output. However, many fiscal decisions deal with the Internal or technical 
efficiency of colleges and may by served by the activity measures of Part V and 
costs categorized by the activities described In Part III. Such decisions do 
not require measuring the value of output. For example, a college may teach 
drafting In the most efficient way possible, given Its resource. However, 
If there Is no demand for drafting courses by Individuals In the conwunlty 
or need for draftsmen In the community, region or even state, then the college 
Is not effective. Effectiveness, In this sensa. Is determined only by measuring 
the value of output. In contrast to the notion of efficiency analyzed by costs 
and levels of activity. 

Costs may be cast In different ways depending upon the subject and length of time 
for wiHch the fiscal decision Is applicable. Very often alternative solutions 
to a problem are developed and the decision relies on analyzing the costs and 
outcones estimated to result from each feasible alternative. 

The costs of any alternative should be the "opportunity costs" resulting fr^m 
its implementation. Opportunity costs are the value of th^jse activities or 
opportunities that must be forgone to Implement an alternative. Such costs 
consist of two basic components: variable costs and fixed costs . 

Variable costs are generated by resources whose quantity can be adjusted or 
changed during the planning period. Fixed costs, by contest are generated by 
resources whose quantity cannot be adjusted during the planr^tng period. Whether 
resources are fixed or variable depends on the length of the planning period. 
For a one-year operating budget plan most of the community college's physical 
plant Is fixed as are certain staff, due to long-term contracts or other semi- 
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permanent employment arrangements. Other staff, parttcutarly those 
under part-time or temporary en^loyment provisions, are a variable resource. 
For a longer five or ten-year planning period most resources are variable 
with the exception of that physical plant and equipment Inherited from 
a previous planning period. 

Cost analysis should Include both fixed and variable resources. Costing the 
variable resource Is easier then the flwd resource because the letter's 
period of service extends beyond the planning period. Generally, the 
amortization cost of the fixed resource should be used; I.e., that portion 
of its total acquisition cost correctly charged against the planning period 
given the life of the resource. 

^otat, fixed, and variable cost data allows derivation of marginal and avera^ 
co^ i b . Cost rankings of decision alternatives generally use total data, 
hiowever, some planning problerrs require marginal and avera^ data as well, 
^or exanple. Initial equipment and other fixed costs In Drafting may be 
extremely expensive, while the variable costs of adding additional students 
to the program are minimal di^ to Increasing sizes of course sections; and 
perhaps because those In the drafting program may not use library, student, 
and other supporting services at the college to any degree. The average cost 
for each student Is high while the marginal cost of each additional student 
Is low. As students are added to the program the Impact of the fixed cost 
becomes less Important until the two o>sts (marginal and average) are equal. 
College nanagers usually must rrake decisions about Increasing or decreasing 
program size at points where marginal and average costs are not the same. It 
Is essential to know the approximate difference between the two measures, even 
though It Is more difficult to measure the marginal or Incremental cost. 

In con^-^ r.t, a decision to establish or terminate a drafting program Is 
normally based upon total rather than either average or marginal cost so 
decisions on efforts to achieve broad college objectives such as enhancing the 
educational experiences of the elderly would also use total cost data. 

The choice of units In which costs are measured depends largely upon the 
problem, if programs Involve just Instruction and not other elements of 
the wMege operation (the extreme case), student credit or contact hours are 
useful unit or quantity Indicators. Proposals Involving both instructional and 
non Instructional costs and perhaps also utilizing community facilities are 
cast more appropriately in terms of costs per full-time equivalent student or 
per head count student, the former having been adjusted from the latter for the 
extent of stuctent part-tlmeness. 

Units, such as costs per degree or certificates granted, popular In four-year 
institutions may be misleading for community college planning. Even the cost 
per completion, with completion defined Imaginatively, Is likely to miss the 
mark since even those falling to complete a program probably benefit to a 
certain extent. Excluding them distorts the cost-benefit analysis by 
understating the benefits. 

It Is possible, however, to use the student credit unit as a roasure of 
output so long as the credit unit Is not defined In the traditional sense. 

IPS 
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For exanple, Mt. San Jacinto Colio^ allows variable credit for most courses 
offered. A student may earn one, two, or three units In a traditional three 
imit course by achieving certain neasureable and unneasureable objectives 
specified by the Instructor. The use of unmeasureable objectives generally 
Incorporates the effective, as well as cognitive, elements of college Instruction. 
A student who masters one*thlrd of the course content receives appropriate 
credit, rather than nothing as he would under traditional credit and grading 
procedures. Thus for Mt. San Jacinto, the credit unit measures output slnra 
It is defined In terms of the skills smd attributes added to students taking 
courses. 

Another popular but sometimes misleading distinction Is that between "direct** 
and "indirect" costs. One definition sug^sts that those costs easily 
attributable to college programs are direct while those more difficult to 
attribute to the program - requiring proration or allocation - are Indirect. 
The criterion Is thus the energy of college staff. Another definition labels 
instructional costs as direct and non Instructions I costs as Indirect. This 
apparently refers to classroom expenditures, since the library, counseling, 
or admissions and records efforts all have their own direct and indirect 
expenditures. The direct- indirect definition appears to be a function of the 
particular planning problem and of general use primarily for certain Institutional 
funding situations, such as the Vocational Education Act program, where 
federal grants provide additional overhead funding based upon Indirect cost 
calculations. 
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0100 AGHi CULTURE AND NATURAL RESOURCES 



Includes those sdsject field designations which characterize students, 
faculty, facilities, certificate and degree programs, etc., having to 
do with the production and r^nagemsnt of food, natural fiber, plant, 
forest and wildlife resources. 



0101 AGRiCULTURP, GENERAL 

Concentration has been In two or more of the specific areas of agricul- 
ture without major emphasis to any one. 

0102 AGRONOMY, FIELD CROPS AND CROP MANAGEMENT 

A branch of agriculture dealing with field-crop production and soil 
management. (01.0102) 

^^'03 SOILS SCIENCE (Management and Conservation) 

Study of the chemistry, physics and biochemistry of the sol I -water- 
plant system, soil microbiology, water quality, hydrology and land use 
planning. (01.0603) 

ANIMAL SCIENCE (Husbandry) 

Study of the biological, physical and social sciences as they apply to 
animal production. (01.0101) 

P AIRY SCIENCE (Husbandry) 

Study of the biological, physical and social sciences as they apply to 
dairy animal production. (01.0101) 

0106 POULTRY SCIENCE 

Study of the biological, physical and social sciences as they apply to 
poultry production. (01.0101) 

0107 FISH, GAME AND WILDLIFE MANAGEMENT 

Study of social, biological and physical sciences with an emphasis on 
ecology, fisheries or wildlife. (01.0604 and 01.0607) 

0^08 HORTICULTURE (Fruit and Vegetable) 

Study of the biological, physical and social sciences as they apply to 
fruit and vegetable production. (01.0102) 

0109 ORNAMENTAL HORTICULTURE 

Study of biological, physical and social sciences as they apply to 
ornamental plant and flower production. (01.05) 
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01 10 AGKj CULTURAL AND FARM MANAGEMENT 

Study of function of management, use of management controls, personnel 
policies and procurement and marketing as related to agriculture. 
(OK0104) 

0111 AGRICULTURAL ECONOMICS 

Study of the economics of agricultural production, marketing, use of 
resources, prices and policies. 

0112 AGRICULTURAL BUSIN(£SS 

Study of agricultural production and distribution theories, development 
and use of managerial tools for control and analyses. (01.02) 

on 5 FOOD SCIENCE AND TECHNOLOGY 

Study of the principles of processing and preserving of plant and ani- 
mal products. (01.04) 

0114 FORESTRY 

Study of general forestry, wood science and technology and other phases 
of the conservation of the resources of wlldlands. (01.07) 

0115 NATURAL RESOURCES MANAGEMENT 

Study In the various sciences, techniques and activities which form 
professional requirements In the field of fisheries, forest, game man- 
agement and rural recreation. (01.0699) 

0116 AGRICULTURE AND FORESTRY TECHNOLOGIES 

Study of the biological and physical sciences as pertaining to the 
utilization of our timber und agriculture resources. (16.0603) 

0117 RANGE MANAGEMENT 

Study of sciences required for development and management of public 
and private lands used primarily for grazing— that Is, animal and plant 
sciences, soil and water sciences, and social sciences. 

0^30 AGRICULTURAL RESOURCES - AIR 

The study of air pollution. Including the effects of agricultural 
activities on pollution, and the effects of pollution on plants and 
animals. (01.0606) 

0131 AGRICULTURAL RESOURCES - RECREATION 

The study of rec-eatlon as one of the multiple uses of land, including 
emphasis of the principles of conservation. (01.0602) 
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0132 AGRICULTURAL RESOURCES - WATER 



A cx>frt>lnat!on of subject matter and practical experiences concerned 
with water conservation practices such as prewntlon of soil erosion, 
sedlfnentatlon, other poUuMon, seepage, and evaporation, flood con- 
trol; aquatic weed control; and the development, conservation, and 
management of water supplies for agricultural, domestic. Industrial, 
and recreational purposes. (01.0605) 

0133 ORNAMENTAL HORTICULTURE - LANDSCAPING 

Organized subject matter and practical experiences which are concerned 
with the principles and practices Involved In locating, planting, and 
maintaining turf, plants, shrubs, or devices for the beautl f I cat Ion of 
home grounds and other areas of human habitation and recreation. 
<01.0504) 

0134 ORNAMENTAL HORTICULTURE - TURF MANAGEMENT 

Organized subject matter and practical experiences which are concerned 
with the principles and practices Involved In establishing, managing, 
and maintaining grassed areas. (01.0506) 

0198 AGRICULTURE WORK EXPERIENCE EtXICATIQN 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised err^loyment In the occu- 
pat I on . 

0199 Other, Specify. (Include Special Projects and Study Courses) 
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0200 ARCHITECTURE ANO ENVIRONMENTAL DESIGN 



Includes those subject field designations which characterize students, 
faculty, facilities, certificate and degree programs, etc., having to 
do with tratnlny for a career in designing buildings, communities, 
parKs and other man-made aspects of the physlo-soctal environment. 



0201 ENVIRON^€NTAL DESIGTjy GENERAL 

Includes those courses whose content, philosophy, or method provide a 
common base of Knowledge for the areas of Architecture, City and 
Regional Planning, Design, af»d Landscape Architecture. 

0202 ARCHITECTURE 

Includes a program of courses dealing with satisfaction of human needs 
through the design of Individual buildings and the setting of the 
commun I ty . 

0203 INTERIOR DESIGN 

Program toward the development of knowledge In interior design by a 
parallel program of study In the practical and the historical- 
theoretical field. (17.0701) 

0204 LANDSCAPE ARCHITECTURE 

includes a broad general education as well as a study of problems of 
urban and rural landscape. 

0205 URBAN ARCHITECTURE 

Program aims at equipping students with a bases of operationally useful 
tools for professional practice In this area. 

0206 CITY, CO^MiNlTY AND REUIONAL Pi.Ajlt.lN.G 

Study for the empirical and theoretical understanding necessary to 
attack the wide variety of urban and regional problems. 

0230 ARCHITECTURAL TECHf^LOGY 

Subject matter concerned with crbatlve design, testing, model building, 
design estimating, Inspoctlon, supervision, and contracts and specifi- 
cations In the field of building construction. (16.0103) 

0298 ARCHITECTURE AND ENVIRONMENTAL DESICSN WORK EXPERIENCE EDUCATION 

A progr&m having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation. 

0299 Other, Specify. (Include Special Projects and Study Courses) 
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0300 REGIONAL STtjQIES 

Includes those subject field designations associated with programs 
designed to provide an In-depth study of a culture Indigenous to a 
specific gec^raphic region. 



0301 ASIAN STUDIES 
0305 AFRICAN STUDIES 

Programs may Include descriptions of various regions of Africa* from 
an anthropological, geographic, historic, linguistic, political or 
sociological point of view. 

0308 LATIN A?€RICAN STUDIES 

Alt countries south of the southern border of the United States and 
those In the Caribbean are part of Latin America. Programs may 
Include comparisons between geograohlcal , linguistic, political, 
anthropological, historic or sociological Issues and may be of one or 
more countries. 

0310 EUROPEAN STUDIES, 

The European scene can be presented from a number of aspects, such as 
the anthropoloolcal, geographic, historic, linguistic, political, 
religious or sociological presentation and may be of one or more 
countries. 

0313 A^€RICAN STUDIES 

e 

Programs that contrast or compare th*) United States and Canada or may 
deal with only one of the two. Thes*^ programs may Include stud es of 
a diverse nature, such as aspects of anthropology, geography, history, 
oolltlcal science or sociology of either or both countries. The 
programs may also compare either of the two or both with ono or more 
of the. Latin American countrlns. 

0315 THE PACIFIC ISLAfiDS STUDIES 

Programs that deal with the Pacific Basin Including Australia and New 
Zealand, the MIcroneslan and ftelaneslan groups, touching on their arr, 
religions, anthropology, linguistic, geographic, political and 
sociological aspects. The programs may stress one or mor« Islands or 
concentrate on one. 

0399 Others, Specify. (Include Special Projects and Study Courses) 
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0400 BIOLOGICAL SCIENCES 



Includes those subject field designations which characterize students, 
faculty, facilities, certificate and degree programs, etc., having to 
do with the science of life or living matter In all Its forms and 
phenomena, especially with regard to the origin, growth, reproduction 
and structure of life forms. 



040 1 SIOLOGY, GENERAL 

Includes general and elementary courses and satisfies general educatloi 
requirements of stydents with majors In other sciences or In pre- 
professlonai program. 

0402 BOTANY, GENERAL 

Includes a program for those students who wish to become teachers, 
training for a position requiring a detailed knowledge of plants, or 
for those who only want acquaintance of plant life and Its Importance. 



0403 BACTERIOLOGY 

Includes a balance of studies In the biology of bacteria and other 
microorganisms, together with appropriate courses In mathematics an( 
physical science. 

0407 ZOOLOGY, GENERAL 

Includes a broad coverage of animal biology, ranging from cell and 
molecular biology to ecology and ethology, and Including Intensive 
offerings In vertebrate and Invertebrate animals. 

0409 PHARMACOLOGY, HWAN OR ANIMAL 

Programs that deal with the science of drugs and their effects upon 
humans or animals. 



0410 mYSIOLOGY, HUMAN AND ANIMAL (Include Anatomy) 

Provides a broad understanding of the cellular mechanisms underlying 
the life processes, functions of various parts of living organisms, and 
of Integrated physiological response to the environments In which they 
t ive. 



041 1 MICRObiOLOGY 

A study of microorganisms as related to nature, Indus fry, environmental 
health and disease. 



0414 BIOCHEMISTRY 

Includes a study of chemical and physical factors concerned in life 
processes. 
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0418 MARINE BIOLOGY 

Study of biological principles as illustrated by marine plants and 
animals . 

0420 ECOLOGY 

Study of structure and function of the community as well as the 
abiotic and symbiotic environment and Its fluctuation. 

0421 ENTOMOLOGY 

Study of characteristics, structures, habits, life cycles of Insects 
and their Importance. 

0423 RADIOBIOLOGY 

Study of the Interaction of biological systems and radiant energy or 
radioactive materials. 

0424 NUTRITION. SCIENTIFIC (Excludes nutrition In home economics and 
dietetics) 

Study of chemical, biochemical and physiological aspects of compounds 
in foods and their nutritional significance. 

0498 BIOLOGICAL SCIENCES WORK EXPERIENCE EDUCATION 

A program having as its purpose the extension of vocational learning 
experiences for the student through supervised employment in the 
occupation . 

0499 Other, Specify. (Include Special Projects and Study Courses) 
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0500 BUSINESS AND MANAG£^€NT WST COPY AV/IILABLE 



Includes those suOject field designations which characterize students, 
faculty, facilities, certificate and degree programs, etc., related to 
the organization, operation, administration and control of private and 
pub 1 1 c organ i zat I ons . 



0501 BUSINESS AND COMMERCE, GENERAL 

Includes a oasic series of courses In preparation for positions of 
responsibility In the business and professional community. 

0502 ACCOUNTING 

Study includes courses to acquire the Knowledge, technical proficiency 
and attitudes for positions at various levels as financial officers of 
commercial, governmental or non-profit organizations. (14.01) 

0503 BUSINESS STATISTICS 

Program In nature, theory and use of operations research, statistics, 
mathematics and Information processing In management decision-making. 

0504 BANKING AND FINANCE 

Study of the financial sector of the general economy and the internal 
and external financial operations of business enterprises and other 
organizations and agencies. (04.04) 

0505 INVESTMENTS AND SECURITIES 

Study of the principles of individual and institutional Investment in 
stocKs and bonds. 

0506 BUSINESS MANAGEMENT AND ADMINISTRATION 

Study of the fundamental principles underlying business operations and 
familiarity with the analytical tools of management. (14.08) 

0508 HOTEL AND RESTAURANT MANAGEMENT 

Course of study designed to emphasize management techniques as special- 
ized in the hotel and restaurant industry. (04.11) 

0509 MARKETING AND PURCHASING 

Course of study prepares students for careers in sales, sales manage- 
ment, advertising, department store buying and nfHjrchandising, as well 
as in market research. (04.12) 

0510 TRANSPORTATION AND PIB LIC UTILITIES 

Studies the economic characteristics, management and public regulations 
of various forms of transportation and public utilities. (04.19) 



Oil, R^Au ESTATE BEST COPY AWAIUffllE 

Course of study refatfecj to marKeying, financing, governmental recjula- 
ttons and legal aspects of real estate and land economics. (04.17) 

u5l2 INSURANCE 

Course of study of the historical, economical, mathematical -cjctuarial , 
social and managerial foundations of the Insurance field. (04.13) 

Oi>l4 SECRETARIAL STUDIES 

Course of study designed with mtjin emphasis on the secretarial skill!, 
and tuchnlques. (14.07) 

0515 PERSONNEL MANAGEI«l£NT 

Provides tne academic foundation for careers concerned with acquis i- 
tlon, development, and effective utilization of the human resources of 
the inaividual organization and OS related to the whole economic 
systum. i 14.06) 

j5I6 LABOR AND INDUSTRIAL RELATIONS 

Course of study to prepare students for managerial and administrative 
positions in Industry, business and government. 

Oi>l7 bus I NESS ECOfO-nCS 

Program provides an analyses of our enterprise system, studies factors 
of our economic stability and analyses - public and business pol ici<»s 
whicn are necessary as a result of business fluctuation. 



Qb50 A bVERTISING SEl^ViCES 

Orydniztid subject matter ond learn I 
development, placement, and tsvaluat 
tion and sales promotion activities 
aids, and mass media. (04.01) 



ng experiences relating to plannirty. 
Ion tasks p^srformod In demand crcd- 
utllizlng displays, merchandising 



0^51 APPAREL AND ACCEjSORIEI Pl STRIBUTICfj 

Organized subj^jct matter and learning experiences related to the vari- 
ety of sales, fashion coordination, and sales-supporting tasks per- 
formed in retail and wholwsule establishments primarily engcjged in 
'juI l Ing clothinrj. (Oi.O^) 

'^'-'^^ ^'^^t'^ bl^TRIuUTh^itl - WHOLLSALE 

Organized subject matter and learning experiences related 1o o vtuiety 
of s«les and 5»ales-support Ing tasks performed in establishments prl- 
marlly engaged in soiling food for home preparation and consumpt i(.n . 
(04. Of J 
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0533 FOOD JI&TRIBLTION - RETAIL BEST COPV AWIfUBLE 



Organized subject matter and learning experiences related to tne sales 
anc sales-Supporting taoks performed In establishments serving pre- 
pared foods and drinks for consumption on their own premises. (04,07) 

0;>34 GENERAL I^RCHANDlSE 

Organized subject matter and learning experiences related to a variety 
of sates and sales-supporting tasks performed In selling various types 
cf merchandise at retjll In department stores, junior department 
stores, variety storeii, general merchandise stores, discount stores, 
and catalog houses. (04.06) 

0555 PETROLEUM PRODUCTS DISTRIBUTION 

Organized subject matter and learning experiences related to the vari- 
ety of sales and sales-supporting tasks performed In retail or whole- 
sale establishments engaged In the distribution of petroleum products. 
(04.16) 



05313 RETAIL TRADE - OTHER 



Organized Instructional programs and learning experiences, emphasized 
In sales and sales-supporting tasks performed In establishments engaged 
In selling merchandise purchased for resale to customers for personal, 
household, business or farm use. (04.20) 



0537 WHGlLSALE trade - OTHER 

Instructional programs and learning experiences emphasized In sales 
an. J sales -supporting tasks performed In selling goods to '®J!^\ 
Indust-lal, commercial, institutional and professional users. (04.31) 

053a GENEP.AL CLERICAL - FILING AND OFFICE WC HINES_ 

Planned learning expurlencas which include a combination of courses 
and practical experiej^ces concornod with the recording and retrieval 
of data. (14.03) 



0539 MATERIALS SUPPORT OCCUPATIONS 

Planned learning activities which include a combination of courses and 
practical experiences concerned with receiving, assigning locations 
and space to items, preparing stocks for shipment, inventorying stock, 
replenishing depletud items, and f !! t Ing orders. (14.05) 

^^^^ TYPING AND KLLATLO OCCUPATIONS 

Planned learning activities which Include a combination of courses and 
practical experiences concerned with rucordiny djt«j by meon-i of type- 
writers and similar devicos. (14.09) 
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0541 FOREmANSHIP. SUPERVISION. Md i4AtM6£ii£NT t3£VEtQPt£NT 

Planned learnino experiences designed to assist the supervisor in 
effectively utilizing the 6ien» roachlnes, and waterials under his 
supervision by broadening his background knowledge and developing his 
leadership abilities. (17.17) 

U542 RECREATION AND TOURIStt 

organized subject matter and learning experiences related to tl>e vari- 
ety of sales, counseling, and sales-supporting tasks perfonred in 
establishments primarily engaged in providing arauseraent, recreation, 
entertainment, recreational supplies and equipment, or travel services. 



U598 BUSINESS l^RK EXPERIENCE EDUCATION 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employnient in the 
occupation. 

U59y Other, Specify. (Include Special Projects and Study Courses) 
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0600 COMMUNICATIONS 

Includes those subject field designations which characterize students, 
faculty, facilities, certificate and degree proarams, etc., related to 
collection, preparation, and presentation of Ideas and Information 
Intended for popular consumption throunh mass media. 



0601 C0^»1UNICAT^0NS. GENERAL 

Course of study dealing with the various types of communication media. 

^2 JOURNALISM (Printed Media) 

Coursft of study for students planning professional careers In the news 
media and related agencies such as news-gathering associations and 
public Information offices. 

0603 RADIO/TELEVISION 

Course of study designed for training for careers In commercial and 
non-commercial educational broadcasting, as well as for allied careers 
In film, broadcast Journalism and other aspects of the graphic and 
performing arts «n mass communications. 

0604 ADVERTISING 

Course of study prepares for careers In advertising In the media fields, 



0605 COMMUNICATION MEDIA 

Course of study designed for preparation for careers In commercial an( 
r.un-commerclal ert.ir.^tlonal broadcasting as well as for allied careers 
In film, broadcast Journalism and other aspects of the graphic and 
performing arts in mass cofwnunlcatlons. 

0630 INFORMATION COMMUNICATION OCCUPATIONS 

Learning experiences which Include a combination of courses and prac- 
tical experiences concerned with the distribution of Information; 
e.g., by nail, telephone, telegraph, and In person. (14.04) 

0698 COy^UJNi CAT IONS \VORK EXP ERIE NCE EDUCATION 

A program having as 'ts purpose the extension of vocational learning 
experiences for the student through supervised employment in the 
occupation. 

0699 Other, Specify. (Include Special Projects and Study Courses) 
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0700 COMPUTER AND INFORMATION SCIENCE 

Includes those subject field deslpnatlons which characterize students, 
faculty, fad litres, certificate and degree programs, course vtrk, 
etc, having to do with the design, development, and application of 
cofrputer capabilities to data storage and manipulation computational 
procedures. 



0701 COMPUTER AND INFORMATION SCIENCES. GENERAL 

Offers a background in digital computing together with special courses 
to prepare the student for a career in computers. 

0702 INFORMATION SCIENCES AND SYSTEMS 

Program emphasizes system concepts, methods of analysis, measurement, 
coding, and classification of data. 

0703 DATA PROCESSING 

Offers a b^sic program in functional principles and capabilities, 
punched card and K)P equipment including flow charting, computer stor- 
age, programming, and operating systems. (14.0201 and 14.0202) 

0704 COMPUTER PROGRAWIING 

Programs concerned with converting sta tenants of business problems to 
detailed logical flow charts for coding into computer language. 
(14.0203) 

0705 SYSTEMS ANALYSIS 

Program concerned with analyzing and designing cwwnerciai systems, 
data methods, systems, and procedures and processing business data. 
(14.0204) 

0730 DATA PROCESS iNG TECi^OLOGY 

A combination of subject matter and experiences, including scientific 
principles and mathematical concepts, combined with specialty courses 
and applied laboratory experiences necessary in preparing pupils to 
convert scientific, engineering, and other technical problem formula- 
tions to processfble forms by computer. (16.0117) 

0798 COMPUTER AND INFORMATION SCIENCE WORK EXPERIENCE FOUCATION 

A program having as its purpose the extension of vocational learninr^ 
experiences fof the student through supervised employment in the 
occupal Ion. 

0799 Other, Specify. (Include Special Projects and Study Courses) 



152 
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0800 EDUCATiON 



Includes those subject field designations which characterize students, 
faculty, fjcMltles, certificate and decree proprams, etc., related to 
administration and control of educational organizations and institu- 
tions and subjects related to Instruction and services both within and 
outside of sjch formal organization. 



0801 EDUCATIONi. GENERAL 

Program focuses on preparation of personnel for educational service In 
the elementary, junior high, and senior high schools, or community 
colleges, and other educational agencies. 

0808 ^PECIAL EDUCATION. GENERAL 

Programs that focus on the educational n^thods used In deall.ig with the 
physically or mentally handicapped. 

0823 PRF-ELEMENTARY EDUCATION (Pre-school Education) 

Program focuses on objectives, curriculum, and study of patterns of 
behavior in home and nursery school. (09,0201) 

0835 PHYSICAL EDUCATION 

Progi-^m designed to prepare men and women for professional leadership 
roles and/or skills In the recreational sports and Interscholastic 
ath letlcs. 

0837 HEALTH EDUCATION 

Study concerning physical and mental health, Including disease preven- 
tion and control, basic principles of first aid and life saving; the 
social and economic significance of good health. 

0839 INDUSTRIAL ARTS 

Consists of instructional laboratory work that provides general educa- 
tional experiences to develop an active interest in industrial life, 
and a knowledge of the tools, materials, processes, and the productive 
capacity of Industry. 

0850 EDUCATIONAL ASSISTANTS 

Programs concerned with the train! no of personnel In the fad! I tat/ ng 
functions of an organization, dealing with personnel such as teacher 
aides In education, training specialists in Industry. (14.0601) 

0851 RECREATIONAL ASSISTANTS 

Provides traininq for playnround work, camp leadership, work wl*h 
youth groups and related activities. 

153 
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0898 EDUCATION WORK EXPERtENCE EDUCATION 

A progrm having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation. 

0899 Other, Specify. (Include Special Projects and Study Courses) 



154 
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0900 ENGINEERING AND RELATED FIELDS 



Includes thoGS subject field desionatlons which characterlzG students, 
faculty, facflltles, certificate and degree proqrams, etc., having to 
do with the practical app Meatier of basic scientific knowledge to the 
design, production, and operatlor of systems Intended to facilitate 
man's control and use of his natural environment. 



0901 ENGINEERING. GENERAL 

Proqram provides a broad training In the science by which the proper- 
ties of matter and the sources of energy tn nature are made useful to 
man. 

0902 AEROSPACE, AERONAUTICAL. AND ASTRONAUT ICAL 

Program of aerodynamics, structures, materials, and electronics as 
applied to the design, testing, and development of aircraft. 
(16.0101) 

0903 AGRICULTURAL 

Study of engineering principles to tillage, harvesting, application of 
power, materials handling, processing, and environmental control. 
(01.03) 

0905 BIQENGINEERING AND BIOMEHtCAL TECMMOLOGY 

That part of the health occupations field which requires the applica- 
tion of scientific knowledge and methods combined with technical 
skills In support of the health occupations. (16.03) 

0506 CHEMICAL (Including Petroleum Refining) 

Program of qualitative, quant i tot I vo and anaiytical analyses in genera 
and organic chemistry. (IC.f^lOS) 

0907 PETROLEUM (Exci ud I nq Petroleum Refining) 

Program of mathematics, chemistry, physics, petrology, sedimentation, 
and geophysics as applied to the recovery and use of ol I and gas. 
(16.0116) 

0908 CIVIL, CONSTRUCTION, AND TRANSPORTATION 

Program of physical sciences mathematics, surveying, s+'"ength of 
materials, and other specialty courses. (16.0106) 

0910 MF.CHANICAL 

Study of the appl l'-»»tlon of physical and mechanical principles In the 
development of machines, energy conversion systems, materials, and 
equipment for regulating and ojntrol . (16.0113) 
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0913 INDUSTRIAL AND MANAGEMF.NT BEST tt)PY AVAILftBLE 

Pro-iram emphasizes the desfqn and Installation of integrated systems 
of ratcrlals, machinery, ^nd equipment. (16.0111) 

0914 METALLURGlCA_w 

Study of the chemical, physical, and mechanical properties of metals. 
Including sources and refining of metals. (16.0114) 

0915 MATERIALS 

Study which applies basic principles of physics and ^'j^'^'^t^y 1^ '"^.rf 
understanding of the structure, properties, and behavior of metals and 

other materials. 

0920 NUCLEAR 

Subject matter emphasizes nuclear physics, i<^'5^^:P^f;,f ^''l^^'onS) 
electronics, nuclear Instrumentation, and safety procedures. (1^.0115) 

0921 MECHANICS 

Programs are concerned with the conception, desjqn ^nd construction^ 
of structures. This emphasizes the more analytical aspects ot srruc 
turai engineering. 

0922 ENVlROfjMENTAL ^m SAtMTAPY 

:r ,r.! ^^^^^^ :r?=str:v:?r.is r..- 

ment plants for water and waste water. 
0924 QCEA'>> 

Program of physical sciences. 'r^t.,o.,.tics, ^"^'^^^tvfnf ?o orlpare 
courses such as Instrumentatif.n, oi-^ctronics, ^nd dWInq to prepare 
for sctentific observation, recording, and reporting of the marine 
environment. (16.0604) 

0930 DIESEL 

experiences concerned with all phase, of design development, 
testing, and m^iintenance of diesel engines. M/.i.^ 

09 3 1 riFCTRlCAL TErHNuL Or^Y 

electrical circuits, dovic.-,, ".nd .y^-.t.n.. for n^n^'^^^-"^ ul om) 
and the distribution and utilization of elecfrlcal power. (Ift.Olon 

095? FIF CTRK.'A L 

-xorri-nr-c.', whi.> r. I.te tc Qfneratin'i ^nd tr.nvuttinn cWrU \ty 
in'tnlMno and n«intaininq electrical .nd communi c.t I ons sy-.tem.. nn- 
oquipment ^rd rc^ipunfMi . (17.14) 

17 



ERIC 



0933 ELECTRONIC TECHNOLOGY 

Subjflct matter concerned with the design, development, modification, 
and testing of electronic circuits, devices, and systems. (16.0108) 

0934 ELECTRONICS 

Producing, testing, assembling, Installing, and malntelnlng electronic 
communications equipment. (17.15) 

0935 ELECTROMECHANICAL 

Instruction concerned with the design, development, and testing of 
electromechanical devices and systems. (16.0109) 

0936 ENVIRQNMENTAL-CONTROl TECHMOLOGY 

Experiences concerned with the design, testing. Installation, and 
development of heating and cooling systems. (16.0110) 

0937 METALWORKING 

Experiences which relate to the manufacturing, assembling, testing, 
and repairing uf mechanisms, machines, and structures In which mater- 
ials are cast, formed, shaped, molded, heat treated, cut, bent, 
pressed, stamped, or otherwise worked upon. (17.23) 

0938 METALLURGY 

Experiences concerned with examining and testing metal samples for 
determining the physical properties of metals. (17.24) 

0939 AIR POLLUTION 

Program of mathematics, chemistry, physics, biology, and specialty 
coui-cA? In preparation for iron i tor i nr} , testlrig, and control of air 
pollution. (16.9901) 

0940 APPLIANCE MAINTENANCE 

Experiences concerned with electrical circuitry, gearing, linkages, 
and lubrication In the operation, maintenance, and repair of compo- 
nents used In appliances. (17.02) 

0941 BUSINESS NV\CHINE MAINTEMAN'CE 

Experiences corcerned with maintaining and repairing office machines. 
(17.06) 

0942 I NSTRUMENTAT I ON TECHNOLOGY 

Experiences concerned with electricity, electronics, mechanics, pneu- 
matics, anU l.ydrauHcs as they pertain to control and recording systems 
and automated devices. (16.0112) 




0943 INSTRUMENT MAINTENANCE BEST COPY AVAILABLE 

Experiences concerned with malntalninq and rspalrlng meters, instru- 
ments, watches and clocks, and other physical measuring devices. 
(17.21) 

0944 AIR C0NDITI0N^^^G 

Experiences In the Installation, repair and maintenance of commercial 
and domestic air conditioning systems. (17.01) 

0945 REFRIGERATI ON 

Experiences concerned with diaqnosing, overhauling, testing, and 
charging and discharging commercial chillinq and freezing systems. 
(17.30) 

0946 AUTOMOTIVE - BODY AMD FENDER 

Experiences concerned with alt phases of the repair of damaged bodies 
and fenders. (17.0301) 

0947 AUTOMOTIVE MECH ANICS 

Experiences concerned with the con>ponents of '^1^' 

e..gine, power transmission, steering, brakes, and electrical systems. 

(17.0302 and 17.0303) 

0948 AUTOf^OTIVE TECHNOLOGY 

Experiences concerned with designing, testing, and development of 
in?e^nal combustion engines and related component parts of the motor 
vehicle. (16.0104) 

0949 SMALL ENGINE REPAIR 

Experiences concerned with maintaining and repairing small engines. 
(17.31) 

095() AVIATION MAINTENANCE 

Experiences relating to aircraft maintenance, operation, and ground 
support. (17.04) 

0951 AVIATION PILOT TRAINING 

A oroqram of classroom Instruction and practical experience, including 
mathematics and the appropriate physical sciences, designed to prepare 
the student to pilot. (16.0601) 

0952 BLUEPRINT PEADINO 

Experiences concerned with visual I zino, preparing, aevelopinq and 
Interpreting blueprints. (17.05) 



0555 DRAFTING TECHNOLOGY BEST IVlDw 

owr copy ^1^^,^ 

Experlencps In planning, preparing, and I n tdrprer I ng mechanical » archl- 
tscturdl, 3fr xt'jral , pneumatic, marintj, eloctrlcai/electroni c, topo- 
graphical, an:] other drawlnos and sketches. (17.13) 

0954 PLASTICS 

Experiences with molding, fitting, carving, and finishing plastics nnd 
fiberglass materials Into products. (17.27) 

0955 STATIONARY ENGINFERINf^ 

Experiences related to the installation, operation, and maintenance of 
large power sources. (17,32) 

0956 MANUFACTURING TECHNOLOGY 

Experiences In process planning, machine selection, materials-handling, 
quality control, economics of production. Inspection, and coordination 
between engineering design and production. (16.011303) 

0957 SURVEYING 

Program dealing with principles of surveying In the measurement of 
angles, elevations and distances along with field practice. 

0958 WATER AND WASTE WATER TECHMOLOGY 

Program of physical sciences, mathematics, and specialty courses In 
preparation for operating and maintaining water and waste water treat- 
ment fad I I ties. (16.9902) 

0959 MARITIME OCCUPATIONS 

Emphasis on cargo handling ne-r, ground tackle; maintenance, operation, 
repair, and servicing engines; re f rlqeratlon, water and electrical sys- 
tems; storekeeping, and cabin uol'"Op. C 17.22) 

0960 SEAMANSH I P 

Organized specialized learning experiences which Include theory, lab- 
oratory, and shopwork as they relate to seamanship, navigation, and 
communications; utilization of rlqqing and other equipment; maintenance 
and repair of boats; techniques for finding fish; shipboard preserva- 
tion and refrigeration; processing catches afloat and on shore; and 
operation and maintenance of all fishing gear and power plants. (17. OS) 

0998 bNGINEERING V/DRK. EXPERIENCE EDUCATIOM 

A program havlnq as Its purpose the extension of vocational ter^rnlng 
experiences for the student through supervised employment In the 
occupation. 

0999 Other, Specify. ( include Special Projects and Study Courses) (16.01^9) 
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1000 FINE AND APPLIED ARTS 



BEST COPY AVAILABLE 



Includes those subject field designations which charact<?rl ze students, 
faculty, facilities, certificate and denree proqrams, etc., havino to 
do with the creation and appreciation of the diverse modrs of commu- 
nicating Ideas and ©motions by means of stylized, visual and non-vlsua 
representations and symbols. 



1001 FINE ARTS. GENERAL 

Provides a liberal education organized around a core of studies In 
music, art and theatre. 

'002 ART (Painting, Drawing, and Sculpture) 

Programs designed to cover two and three dimensional techniques In the 
areas of painting, drawing and sculpture. 

1003 ART HISTORY AND APPRECIATION 

Study covers art and Its role In human affairs with emphasis on olving 
an understanding, history and appreciation of sculpture, architecture, 
painting and crafts. 

^004 N^JSIC (Performing, Composition Theory) 

Provides corprehensl ve musical tralnlnf) as preparation for a profes- 
sional musician or music educator. 

1005 MUSIC 

Provides musical training for oeneral anorpclatlon and enjoyr^nt of 
either vocal or Instrumental music. 

1006 MUSIC HISTORY AND APPRECI/> T|0''_ 

A survey of the development of musical art with emphasis on the 
aesthetic and historical aspects of music as well as the composers 
and their influence and relationship to the history of music. 

1007 DRAMATIC ARTS 

Focus of study In drama, theatre, Interpretation and radlo-televlslon. 

1008 D ANCE 

Provides emphasis on all aspects of technlaues, composition and chore- 
ography of dance. 

luu^ APPU ED DESI GN (Includes ceramics, motalsr^lthlnn, commercial art) 

Organized specialized learning experiences which Include theory, lab- 
oratory, and shopwork as the^i pe^^te to the cesinn and execution of 
layouts and making 1 1 1 ustratl4»ft4l*or advertlslno, display, and Instruc- 
tional manuals. (17.07) 
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1010 CINEMATORAPHY BEST COPY AVAiUBLE 

Provides a background study of various aspocts of motion picture 
Dro-ljction. 

!01 1 PHOTOGRAPHY 

Oesi<5ned program of study to provide training to meet the photoqrinphfc 
demands. (17.09) 

1030 GRAPHIC ARTS 

Organized, specialized learninq experiences which Include theory, lob- 
oratory, and shopwork as they relate to ai I phases of hot and cold 
typesetting, layout, composition, presswork, and binding. (17.19) 

1098 FINE AND APPLIED ARTS VORK EXPERIENCE EDUCATION} 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation. 

1099 Other, Specify. (Include Speclaf Projects and Study Courses) 
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BEST COPY AVAILABLE 

1100 FOREIGN LANGUAGE 

Includes those subject field desionitlons which characterize s*udents, 
faculty, facilities, certificate «»nfl do'^ree proorams, etc., re'ated to 
(T^astery of a languaqe, other than English, or related to the study of 
a foreign culture through explora"lon of the literature of that cul- 
ture as expressed In the language of that culture. 



1101 FOREIGN LANGUAGES. GENERAL 

Includes study concentrated on more +han one foreign language without 
giving major emphasis to any one language. 

1102 FRENCH 

Program designed to meet the needs of ( 1) prospective teachers; 

(2) secretarial positions where knowledge of language is essential, 

(3) those planning to enter consular services or International trade 
i ndustry. 

n03 GERMAN 

Program designed to meet the needs of CD prospective 

(2) secretarial positions where knowledge of language »s essential, 

(3) those planning to enter consular services or international trade 
industry. 

1104 ITALIAN 

Program designed to meet the neeo-: of <!> orosDective |aachers: 
(;>) secretarial positions where knowledge of language f sent.al . 
(3) those planning to enter consular services or International trade 
Industry. 

no*? SPANISH 

Program designed to meet the needs of < D prospective teacher'., 

(2) secretarial positions where knowledge of languaqe ®ssent.di, 

(3) those planning to enter consular services or Internationa! trade 
Industry. 

1 106 RUSSIAN 

Program designed to meet the n..cds of ( D prospective teachers; 
(?) 'secretarial positions where knowledge of iancuege is ess^^ntiai; 
(5) tho^,e planninq to enter cons.jiar sr^rvlces or iniernatlon-Jl trade 
1 ndustry. 
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1 107 CHtNSSE 



Program designed to «*)cet the needs of (1) prospective teachers; 

(2) secretarial positions where knowledge of language Is essential; 

(3) those planning to enter consular services or International trade 
I ndustry. 

1 108 JAPANESE 

Program designed to meet the needs of (1) prospective teachers;^ 

(2) secretarial positions where Knowledge of languape Is essential; 

(3) those planning to enter consular services or tnternetfonal trade 
I ndustry. 

1 109 LATIN 

Program designed to meet the needs of (1) prospective teachers; 
(2) those students who will be studying the classics. 

nil HEBREW AND SEMITIC 

Program designed to meet the needs of (1> prospective teachers; 

(2) secretarial positions where knowledge of language Is essential; 

(3) those planning to enter consular services or International trade 
I ndustry. 

1112 ARABIC 

Proaram designed to meet the needs of (1> prosoectlve teachers; 

(2) ^secretarial positions where knowledge of language Is essent.al; 

(3) those planning to enter consular services or International trade 
5 ndustry. 

MI6 AFPICAN LANGUAGES (^^on-Seml tl c) 

f^rogram desl^^ed to meet the neons of (D prospective teachers; 

(2) secretarial positions where knowfedgo of language Is essential; 

(3) those planning to enter consular services or International trade 
1 ndustry . 

1117 Other, Specify. (Include Cpeclal Projects and Study Courses) 



24 



BEST COPY AVAILABLE 

1200 HEALTH SERVICES 

Includes those subject field rtesignaticns which characterize students, 
faculty, facUitlGS, certificate and decree programs, etc., havlnq to 
do with the maintenance nnd reftoraticn of piiysicaf and mental well- 
being. 



120 » HEALTH SERVICES. GFNE'^AL 

Programs that efT^ha«;lze personal health, school health, community 
health, and content and materials for teaching health In elementary 
and secondary schools. 



1203 NURSING 

Program to provide education for candidates who are prepared In the 
field of professional nursing and who qualify for licensure as an R. 
(07.0301 ) 



1208 OCCUPATIONAL THERAPY 

Proaram of courses to educate students In the techniques of ana I yz 5 no 
rehabi I ftatlon, activities, patient ova;uatlon, treatment planning, 
and the correlation of occupational therapy to other medical services 
(07.0401) 



1212 PHYSICAL THERAPY 

Program designed to prepare students as an Integral part of the 
rehaPl lltatlon team as practicing, licensed or registered physt 
therapists In a variety of clinical facilities. (07.0402) 



1213 DENTAL HYGIENE 

Program preparation for ent*?rlnq Into public health work In dental 
techniques and employment In public schools. Industrial concerns, 
hospitals, dental offices, and teachin'i of oral health and thf^ pr/ir> 
tlce of dental prophylaxis. (07.010?) 

12M PUBLIC HEALTH 

Study of philosophy, concepts, and principles of public health and the 
relationship of these to the ecological framework of community orq=^nt- 
zatlon to meet health service needs. (07.07) 



1215 MEOICAL RECORD LIBRARIANGHIP 

Study of medical record-keep I no theory and practice, with backq 
material on the history of medicine and hospital-., the contents 
uses of medical records; also methods of number! nfu fillnq, nnd 
classifying medical records. (07.99) 
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1217 BIOMEDICAL COW-lUNiCATiQN BEST COPY AVAILABLE 

Course of study for preparation for careers In writing In the fields 
of medicine, dentistry, nursing, and public health. 

1222 CLINICAL SOCIAL ]fK)RK 

Course of study of sociological analysis, status, role, Institutions, 
and soclo-cultural change which qualifies for work In areas of medical 
and psychological social work. 

1223 MEDICAL LABORATORY TECHNOLOGIES 

Program of educational activities that lead to respons I bi 1 1 ty for per- 
forming various laboratory tests upon which the physician relies for 
his diagnosis. (07.0203) 

1224 DENTAL TECHNOLOGIES 

Prograrr, of study In which the basic skills In dental prosthetics are 
emphasized. (07.0103) 

1225 RADIOLOGIC TEpWiOLOGlES 

Ar^as of study are In the fields of radiation Pf^VS^^' ^a'J!^^'^" 
logy, radiation chemistry, and nuclear medicine. (07.05OU 

1230 DENTAL ASSiSTUvKS 

A combination of subject matter and experiences designed to P^^Pa;;« « 
person to assist the dentist at the chalrslde in ^J^e denta operatory 
and to perform reception and clerical functions. (07.0101) 

1231 MEDICAL LAOTATORY TECHNOLOGY - CYTOLOGY 

A combination of subject mattc^r end ovperie-ces designed to P|;epa'-e a 
person to stain and screen sme.-.re^ sUd^^s :or determination of abnor 
mantles of exfoliated cells th«t may assist In the diagnosis of 
cancer. (07.0201) 

1232 MEDICAL LABORATO RY TECHNf^' OGY - HF^IATOLOGY 

A combination of subject matter and experiences organized to orepare 
a person to collect blood and perform complete blood counts; prepare 
and stain blood smears; perform hemoglobin determinations; carry out 
tests to determine bleeding time, coanulatlon time, sedimentation 
rate, and prothrombin time; and to determine relative amounts of 
plasma and corpuscles. (07.0204) 

1233 MEDICAL LAB QR /VTQRY TECK>IOLCGY - HISTOLOGY 

A combination of subject matter and experiences designed ^--^-^'e a 
person to prepare, section, and stain tissues for microscopic study, 
usually by a pathologist. (07.0202) 
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1234 fCNTAL HEALTH TFCH^nC^A.N 



BEST COPY AVAILABIl 



A combination of subji-'ct matter and exonrionces doslgned to preoare a 
person to assist nurslno and medical oersonrel In rehabi 1 1 tati nn men- 
tally III patients through recreational and occupational activities. 
(07.0801) 

1235 HOME HEALTH AID 

A combination of subject matter and experiences designed to prepare a 
person to assist the elderly, convalescent, or handicapped In their 
homes. <07.0307) 

^236 NURSH^ ASSISTANCE (Aid) 

A combination of subject matter and experiences deslqned to prepare a 
person to perform simple tasks Involved In the personal care of Indiv- 
iduals receiving nursln*^ services. (07.0303) 

1237 OBSTETRICAL AMD SURGICAL TEWtCIAfi 

A combination of subject matter and experiences deslqned to prenare a 
person to serve either as a oenoral technical assistant on the surqlcal 
team In the operating suite or to assist In the care of mothers in 
labor and delivery rooms before, durinq and after delivery. (O7.n"^05 
and 07.0306) 

1238 PRACTICAL (VOCATIOfJAL) fJURglflG 

A combination of subject matter and sunorvlsed clinical experiences 
designed to prepare a person to pive direct nursing care under the 
supervision of a nurse or physician. (07.0302) 

1239 PSYCHIATRIC AID AflD TECHNICIAN 

A combination of subject mattr r ^n'^ -jxpof i^ncos designed to nrepnre a 
person to care for mentelly III o-ifipnt*; in a psychiatric medical core 
facility under direction of nursinq and mei^lcal staff. (07.0304) 

1240 SCHOOL HEALTH ._MD. 

A combination of subject matter and experiences des lined to prepare a 
person to assist the physician or nurse with physical examinations and 
the conduct of ongoing school programs for Improving or nalntainino 
students' health. (07.O30P!) 

1241 OPHTHALMIC 

A combination of subject matter and ex:prrlr>ncr'S d^islgnod to pronnr^ n 
person, worKinq under the supervision of an opf'i.jimoiocjis-f or onlofrv^- 
trlst, to perform tests, administer trratmr^nt preilfiinary to exflminu- 
tlon or surgery, prepare and fit oyertjai'so'-, or contact lonsrs, one! 
direct corrective nyu '-■x^'rcl ses. (07. '^''> 
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1242 RADIATION THERAPY BEST COPY flWIIWBLE 

A combination of subject matter and experiences designed to prepare a 
person to use radiation produclnq devices to administer therapeutic 
treatments ds prescribed by a radiologist. (07.0502) 

1243 PROSTHETICS AND ORTHOTICS AND ORTHOPEDICS 

A combination of subject rnatter and experiences designed to prepare a 
person to help those with physical or mental disabilities, by dlrectlnq 
their physical, social, or daily living activities, under the super- 
vision of a physician, to repair, or compensate for, the damage caused 
by Illness or accident. (07.0403, 07.0404, and 07.0910) 

1244 MEDICAL ASSISTANT 

A con^l nation of subject matter and experiences designed to prepar© a 
person 1t> perforn> functions and follow procedures concerned with diag- 
nosis and treatment of patients In a physician's office. (07.09C4) 

1245 RESPIRATORY THERAPY 

Preparation includes a combination of subject natter and experiences 
(Jeslgned to prepare a person to perform procedures and operations and 
maintain equipment used In supporting respiratory functions. (07.0903) 

1298 HEALTH SERVICES WORK EXPCRIENCE EDUCATlOM 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment in The 
occupation." 

1299 Other, Specify, (include Special Projects and Study Courses) 
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BEST COPY mmii 

1300 H OME ECONOMICS 

Home Econcjfnics is a discipline which draw? unon the physical, biolo- 
gical, behavioral, sorlal sciences and th*^ arts, Integrating the 
contributions frcn thn sc jA'>'':Gs, art, and philosophy Into one func- 
tional whole for service to families. 



1301 HOME ECQN'QMICS. GENERAL 

An Instructional program which derives Its content from a combination 
of the various areas of home economics; I.e., child development, 
family relations, consumer economics, home management, housing and 
home furnishings, foods and nutrition, and clothing and textiles. 
(09.0101) 

'302 HOME DECORATION AND EQUIPMENT 

The study of design and Its functional application to housing, home 
furnishings accessories and equipment to provide a home which fits 
the needs of an individual family, aesthetically and economically. 
(09.0109) 

1303 CLOTHING AND TEXTILES 

A study of the principles and concepts of clothing as related to 
selection, design and construction and the study of textiles in- 
volving the selection, use, care, design, characteristics, and the 
construction and finishing of fibers and fabrics. <09.0I03) 

1304 CONSUMER ECONOMICS AND HOME MANAGEMENT 

A study of the consumer aspects as they aopiv to Individual and 
family resources, finances and servlcfjs, and the management of the 
home. (09.0104) and (OO.OIO-^n 

I 305 FAMILY RELATIONS AND CHILD n CVri^^' ' J2!J. 

The study of the nature, functions, and significance of human rela- 
tionships In the family and the study of chl fdren— their physical, 
mental, emotional, and social growth and development. (09.0106) 
and (09.0102) 

1305 FQODS AND NUTRITION 

A study of the principles and technlgues of food preoaratlon and 
the fundamentals of nutrition which affect human growth and health 
maintenance. (09.0107) 

I 307 INSTITUTIONAL WNA^CMEMT 

A r.turjy of the orgon i ynt I on end administration institutional 
services; management and train inn of personnel; work simplification, 
and sanitation. (09.0205) 
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BEST COPY AVAILABLE 

1330 CARE AND GUIDANCE OF CHiLDRPI 

A planned sequence of Instruction and laboratory exoerlences designed 
to prepare a student for various kinds of employfftont rolated to chi Id 
care centers and youn'j children. (O.020I) 

1 33 1 CLOTH t f ^ MANAGEMENT . P RODUCT I QM . AND S mViP'^S 

A planned sequence of Instruction and laboratory experiences deslqned 
to prepare a student for various kinds of employment in the clothlnq 
and textile Industries. <09.C20?) 

1332 FOOD MANAGEMENT. PRODUCT I CM, AND SERVICES 

A planned sequence of instruction and laboratory experiences designed 
to prepare a student for various kinds of employnent related to Insti- 
tutional and commercial food services. (0.0203) 

1333 HOME FURNISHINGS. EQUIR^ENT. AND SERVICES 

A planned sequence of Instruction and laboratory experiences desionod 
to prepare a student for various kinds of employrnent related to home 
furnishings and/or equlpnent. (09.020^) 

1398 HOME FCOfJOMICS VIORK EXPERlE'lCE EDUCATION 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the field. 

1399 Other, Specify. (Include Special Projects and Study Courses) 
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BEST COPY AVAILABLE 

1400 LAW 

Includes those subject field designations which characterize students, 
faculty, facilities, certlflcjte and decree proqrams, etc., havinq to 
do with Instruction In the lo»")al custorns, tractlces, and rules of 
society and states. 



1401 LAW. GENERAL 

Instruction In legal customs, practices, and rules of society and 
states. 

1499 Other, Specify. (Include Special Projects and Study Courses) 
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1500 LETTERS 



BEST COPY AVAIUBIE 



Includes those subject ffAld desfpnatlons which characterize students, 
facul+y, facMltlPS, crrtlffcete and degree pronrams, etc.. having to 
do with Tngllsh tan\iuav?e and litera+ure and value systems related to 
ancient and modern cultures. 



1501 ENGLISH. GENFRAL 



Course of study designed to enlarge the literary background by g»v»ng 
training in written expression and experience In reading and under- 
standing literature and ll+erary criticism. 



1502 LITERATURE 



Course of study designed to enlarge the literary background In a 
history of literary conventions and backnrounds in rellqiouo thought. 
Intellectual and social history, and related art forms. 

J 504 CLASSICS 

Course of study designed to enlaroe the literary background In a his- 
tory of literary conventions and backgrounds in religious thought. 
Intellectual and social history and related art forms. 

1505 LINGUISTICS (Includes Phonetics, Semantics, and Philology) 

Study of language, Its structure and processes of change; language 
unlversals, contrasts, and relationships. 

1506 SPEECH AND DEBATE ANP FOP^MSIC SCl^rCE (Rhetoric and Public Address) 

Program dealing with tho nature and methods of grouo communication and 
public address. The content of the courses is drawn from man s devel- 
opment and use of language, his urjerstanding of communication, h.s 
theories of rhetoric, and his cofirr jnication behavior. 

1507 CREATIVE WRITING 

Course of study Including short story, poetry, and novel with a 
detailed study of published models with emphasis on the creative pro- 
cess. 

1508 ENGLISH AS A FOREIGN LANGUAGE 

Theory and practice of standard American Fngllsh as a second languaqe, 
including descriptive and coniparative analysis. 

1509 PMILOSOPHY 

Frogram Is designed to be a port of a pro-profosMonat (esp'-ci i I I y law 
and theology) education. Covers political, aesthetic, reliniojs, meta- 
physical, and other concerns of ohl iosopny, as expmpllfled !o --.ajor 
works from various periods. 
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BIST COPY _ 

1510 RELIGD'JS f.TiJOIES (Exclude Theotoqical Professions*" 



mmif. 

fesslonsT 



Studies Include the nafura, function, orfoln, htstopy and tenets of 
the occidental and oriental rellQlons. 

1530 ENGLISH - READING 

Study designed to Improve both reading speed and comorehenslon. 

1598 LETTE R S WORK EXPERIENCE EDUCATION 

A program having as Its purpose the extension o* v^at tonal learning 
experiences for the student through supervised employment In the 
occupation. 

1599 Other, Specify. (Include Special Projects and Study Courses) 
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BEST COPY AVAILABUE 

1600 LIBRARY SCIENCE 

Includes those subject field designations which characterize students, 
faculty, farflftffes, certificate and deqrfe programs, etc., having to 
do with instruction In the professional skills required to orqanize 
collections of books and related materials and the training necessary 
for providing services related to those resources. 



1601 LIBRARY SCIENCE, GENER<\t 

Instruction In the professional skills required to organize coil 
of books and related materials and the training necessary for pr 
services related to these resources. 



1630 LIBRARY TECHNOLOGIES 

Programs concerned with Information communication occupations which 
are emphasized In Instruction. (14.0399 and 14.0499) 

1698 Llg^RY SCIENCE WORK EXPERIENCE EDUCATION 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation. 

1699 Other, Specify. (Include Special Projects and Study Courses) 
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1700 WTHE'WTICS 



BEST copy AVfllUBU 



fnclufles those subj/?ct field desi omtlons which characterize students, 
faculty, faclll + if>s. certificate ond Je^jre? proqrans, etc., with the 
science of nufj»t)<-rs and spaco conf I nuratlons and their operations, 
measurements, relationships and abstractions. 



1701 MA THEMATICS, GEflERAL 

Program of study includes science of numbers and space conf Iquratlons 
and their operations, neasurements, relationships and abstractions. 
Theoretical courses In cof^puter science, statistics, astronomy or 
other sciences my be Included. 

17^2 STAT I r>T IC S , MATMPMAT fCAl AMD THFOPFT IHAL 

Pro']ram dealing with the collection, analysis, Interpretation, and 
presentation of masses of numerical data, 

1703 APPLIED '1ATHEMATICS 

Pro';^r3m coverino rral ond complex analysis, appHod alqefcra, arpMed 
analysis and statistic*; and random processes. 

1799 Other, Soeclfy. (Include 'special Projects and Study Courses) 
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1800 MIDTARY STUDIES 

Includes those subject ^leld designations associated with techniques 
and skills unique to the pursuit of a professional career as a 
ml I f tary of f leer. 



1801 MILITARY SCIENCE 

All programs with oresentatton of Information of all the military 
sciences, aviation, land and sea forces. 

1899 Other. Specify. (Include Special Projects and Study Courses) 
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1900 PHYSICAL ^^Cl£NCES 



Includes those subject field designations which characterize sturion-ts, 
faculty, facilities, certificate and -logree programs, etc., havinq to 
do with the basic natur^^ of matter and energy and associated phencmena. 



1901 PHYSICAL SCIEMCCS. GFMERAL 

Studies having to do with the basic nature of matter and energy and 
associated phenomena. 

1902 PHYSICS. GENERAL 

Program penetrates the fundamental conceptual bases of physical 
phenomena, cultivates skill In the design of experiments and their 
practical execution and stimulates interest In the nany means used to 
Interpret the physical wrid. 

1905 CHEMISTRY, GENERAL. (Exclude Biochemistry) 

Promotes development of both broad and specialized background In a 
specific science, to provide a foundation for careers In teaching, 
medicine and In Industrial and governmental scientific endeavors. 

1906 INORGANIC CHEMISTRY 

Study of atomic structure of elements and relationships to chemical 
behavior, and properties of elemenfs and compounds. 

1907 ORGANIC CHEMISTRY 

Emphasis Is upon the application of modern principles to structure, 
reactivity, methods of synthesis, and physical properties or organic 
compounds. 

1909 ANALYTICAL CHEMISTRY 

Comprised of topics on qualitative and Quantitative chemistry. 

191 1 ASTRONOMY 

Study of the earth-moon system and the pianuts, the stars and their 
constitution. 

1912 ASTROFHYSiCS 

Studio*; of the physical and chemical constitution of the celestial 
bodies . 

1913 ATMOSPHERIC SClPr ES A Nij MCTFOROLOGY 

Study of the phenomena and processes which c^ccur In the atmosDht-r ir 
envl ronment . 
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1014 GtiOLCOt 



Program Includes history of ©drth fend Its life, especially as recorded 
In rorl.«^. fncompacses the structure, conpositlon, origin, dlstributlo 
i»nd "ccif Icatlon of nsnrisis upon and within the earth. 



1917 EA RTH SCIENCES. GENERAL 

An interdisciplinary study of materials, energy and resources 
areas of: the solid earth and Its Interior; the atmosphere; 
hydrosphere; the earth's environment In space and time. 



1918 PALEONTOLOGY 



Study of the morphologic, systematic, and ecofogic aspects of invert«- 
brate dossils and uses of fossils in strategraphf c work. 



1919 OCEANOGRAPHY 

Study of the physical and chemical properties of seawater; water mas! 
of the oceans; ocean circulation and n»asurement techniques. 

1998 PHYSICAL SCIENCFS WORK EXPERIENCE EDUCATION 

A program having as its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation . 

1999 Otner, Specify. (Include Special Projects and Study Courses) 
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2000 PSYCH0L0r7Y 



Includes Those subject field designations which characterize stuJents* 
faculty, facilities, certificate and depree programs, etc., having to 
do with the nature, functions and capabi I l+ies of the mind. 



2001 PSYCHOLOGY. GENERAL 

Program concerned wiTh the nature, functions and capabilities of the 
mind. A scientific study of human behavior. 

2005 SOCIAL PSYCHOLOGY 

Studies include ways In which personal adjustment, mental processes, 
and skilled performances vary as functions of differences In social 
experience. 

2008 INDUSTRIAL PSYCHOLOGY 

Includes consideration of job analysis, personnel selection and 
appraisal, organizational and social context of human work, physical 
environment and consumer behavior, 

2098 PSYCHOLOGY WORK EXPERIENCE EDUCATION 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation. 

2099 C'tner, Specify. (Include Special Projects and Study Courses) 
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2100 PUBLIC AFFAIRS AND SmiCi 



Includes those subject field designations which characterize students, 
faculty, facilities, certificate and degree programs, etc., related to 
developinq and Improvino competencies fn the management and operation 
of governfrenta I agencies. 



2:-01 COMMUNITY SERVICES. GENERAL 



Programs related to developing competencies In the nanagement and 
operation of governmental agencies. 

2102 PUBLIC ADMINISTRATION 

Study of principles and practices of federal, state and local admini- 
stration. {U.08> 

2103 PARKS AND RECREATION MANAGEMENT 

Covers the history, nature, scope, and significance of outdoor recrea- 
tion In American life, with emphasis on user- resources relationships, 
special problems, policy Issues, and Innovation. 

2104 SOCIAL V.ORK A^iP HELPING SERVICES (Other than clinical social work) 

Deslqned for those who plan to enter such fields as public assistance, 
cor-€'CtIonal services, and certain group work activities and community 
we t fare organizations. (17.28) 

2105 L/.W ENFORCEMENT 

A planned sequence of classroom instruction and laboratory experiences 
designed to prepare a student to function as a general 1st In any law 
enforcement agency or an evlderc^j technician operating In a crime lab- 
oratory. (16.0605) 

2130 CORRECTIONAL SCIENC E 

Specialized classro-«m and oractical experiences designed to supplement 
the training provided by officially designated law enforcement agencies 
to prepare a person to work bs a correctional officer. (17.2602) 

2131 PROBATION AN O P^ROLE 

Specialised classroom and practical experiences designed to supplement 
the trsiinlng provided by officially designated law enforcement agencies 
to prepare a person to work as a parole officer. (17.2802) 

2 1 32 INDUSTRIAL SECURITY 

Special Ized classroom and practical experience designed to supplement 
the rralninq provided by dustrial and business organ I z.iti on& to 
prepare peroon>^ to work as 'i Industrial security officer. (17.2B0?) 
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2133 FIRE CONTROL TECHNK3L0GY 

Specialized classroom and practical experiences concerned with tne 
practices and techniques of f Iref Icjhtlnq. (17.2801) 

2134 FIRE AND SAFETY TECHNOLOGY 

A planned sequence of classroom Instruction and practical experiences 
designed to prepare the student to function as a fire control and fire 
safety specialist. (16.0602) 

2198 PUBLIC AFFAIRS AND SERVICES WORK EXPERIENCE EDUCATtO.N 

A program having as Its purpose the extension of vocational learning 
experiences for the student through supervised employment In the 
occupation. 

2199 Other, Specify. (Include Special Projects and Study Courses) 
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2200 SOCIAL SCIENCES 



Includes those subject field designations which characterize students, 
faculty, facflftles, c:ortfflcat«a and deqree programs ^ etc.^ having to 
do with all asDects of tho p:ist and present activities, conduct, Inter- 
actions, and orc^an [ rations of humiifjr,. 



2201 SOCIAL SCIENCES, GENeRAL 

Program Includes courses In anthropology, economics, geography, his- 
tory, political science, psychology, sociology and American studies. 

2202 ANTHROPOLOGY 

Study of orientations and contributions of archeology, physical and 
cultural anthropology^ Includes studies of language, art, technology, 
and society. 

2203 ARCHEOLOGY # 

Study of the growth and development of human cultures. Covers world- 
wMe prerecorded history from the Old Stone Age to the Iron Age. 

2204 ECONOMICS 

Program encompasses an analyses of the economic system and Its ooera- 
tlon, including theory of determination of the level of output and 
functions of the ^ ^^ket and pricing of products* 

2205 hi:;tory 



Spans a broad foundation of courses Including the following fields: 
Africa, Asia, Ancient and Mf?dfevat Europe, Modern Europe, Latin 
America and United States. 

2206 GEOGRAPHY 

Program In the social and natural sciences permitting work In related 
disciplines and concentrations In cultural, physical or regional 
aspects of world study. 

2207 POLITICAL SCIENCE AND GOVERNMENT 

Program covers nature and development of political Institutions and 
processes; nature of modern political Ideologies. 

2208 SOCIOLOGY 

Study of analyses of human relationships through a study of cultural 
origins, personality development, social Interaction, community orqan? 
«tIon, collective behavior. Institutional growth, and social chanqa. 
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2210 INTERMATIONAL RELATIONS 

Study of relations between nations from the early city-states system to 
the present, and presents an understand I nq of the forces that govern 
these relations. 

2211 AFRO-AMERICAN (BLACK CULTURE) STUDIES 

Includes study, research and the advancement of public understanding In 
the life-styles, history, problems and prospects of Afrf can-Americans. 

22 1 2 AMERICAN INDIAN CULTURAL STUDIES 

Includes study, research and the advancement of public understanding l.i 
the life-styles, history, problems and prospects of American Indians. 

2213 MEXICAN-AMERICAN CULTURAL STUDIES 

Includes study, research and the advancement of public understanding In 
the life-styles, history, problems and prospects of Mexican-Americans. 

2214 URBAN STUDIES 

Provides a basic analysis of a wide variety of f /'"^^ 'j'T^J^f 
understanding of their physical, social, economic and political aspects, 
together with directions for solutions. 

2230 ASIAN-AMERICAN CULTURAL STUDIES 

Includes study, research, and the advancement of publ Ic ""f^j-fT^Jj^Q . 
m the life styles, history, problem-;, and prospects of Asian-Americans. 

2298 SOCIAL SCIENCES WORK EXPERIENCE EDUCATION 

A program having as Its purpose the extension of ^iJ^'^J^l^' J^^"'"^ 
experiences for the student through supervised employment in the 

occupation . 

2299 Other. Specify. (Include Special Projects and Study Courses) 



f 
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3000 COMMERCIAL SERVICES 

Includes those subject field designations associated with the cevelop- 
ment of skills required for the field of commerce. 



3001 COMMERCIAL SERVICES. GENERAL 

Concentration has been In two or more of the specific areas of commerce 
without major emphasis to any one. 

3002 FOOD SERVICE TECHNOLOGY 

Organized specialized learning experiences which Include, theory, lab- 
oratory, and shopwork as they relate to planning, selection, purchasing, 
preserving, preparing, and serving food and food products. (17.29) 

3003 LEATHERWORKING 

Classroom and shop experiences concerned with the fabrication and 
repair of ail types of leather and artificial leather products. 
(17.3402) 

3004 VOODWORKINr; 

Experiences concerned with woodworl<ing occupations other than con- 
struction carpentry. (17.36) 

3005 CUSTODIAL SERVICES 

Classroom and shop experiences concerned with all phases of the care 
and cleaning of buildings, fixtures, and furnishings. Including all 
types of building Interiors such as linoleum, plastic, terrazzo, tile 
and wood floors; rugs; and plastic, wood panel, paint and synthetic 
wall coverings, (17.11) 

3006 PERSONAL SERVICES BARBER IM 

Classroom and practical experiences concerned with hair cutting and 
styling, shaving, shampooing and massaging. (17.2601) 

3007 PERSONAL SERVICES COSf^lETOLOGY 

Classroom and practical experiences concerned with a variety or Deauty 
treatments, including the care and b^autl f icatlon of the hair, com- 
plexion, and hands. (17.2602) 

3008 PERSONAL SERVICES -- DRYCLEANIMG 

Classroom and practical experiences concerned with theory and knowl- 
edge in drycteaning plant management and processes. (17.1601) 
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3098 CO^ERCIAL SERVICES WORK EXPERIENCE EOUCATION 

A program having as Its purpose the extension of vocational learning 
experiences for' the student through supervised employment In the 
occupation . 

3099 Other, Specify. C Include Special Projects and Study Courses) 
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4900 INTERDtSCiPl}NARY STUDIES 



Includes those subject field desipnatlons which characterize s-*jJents» 
faculty, facf nt les, certtffcate end. donr«e programs, etc., Involving 
fTore than one major discipline wfthobt primary concentration In any 
one area. 



490 1 GENEftM LIBERAL ARTS AND SCIENCF S 

Provides for a wide distribution of courses that contribute to a bal- 
ance of intellectual Interests In the disciplines of this category. 

4902 BIOLOGICAL AND PHYSICAL SCIENCES 

Provides for a wide distribution of courses that contribute to a bal- 
ance of Intellectual Interests In the disciplines of this category. 

4903 HUMANITIES AND SOCIAL SCIENCES 

Provides for a wide Jistrlbutlon of courses that contribute to a bal- 
ance of Intellectual interests in the disciplines of this category. 

4904 ENGINEERING AND OTHER DISCIPLINES 

Provides for a wide distribution of courses that contribute to a bal- 
ance of intellectual interests In the discipline of this category. 

4905 Hl'VANITIES AhJD FINE ARTS 

Provides for a wide distribution of courses that contribute to o bal- 
ance of Intellectual Interests In the discipline of this category. 

4930 GENERAL STUDIES 

Includes orientation, leadership, p.?rsonal dynamics, study skills, ar 
other general education type clas>cos. 

4999 Other, Specify. (Include Special Projects and Study Courses) 
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5300 APPRENTICESHIP 



inclu<tes those subject field <Jeslgnatlons associated with development 
of skills required for trade, construction, and mechanical occupation 



5330 CARPENTRY 

Experiences Involving layout, fabrication, asse»nbly. Installation, and 
repair of structural units. (17.1001) 

5331 ELECTRiCITY 

Experiences concerned with the layout, assembly. Installation, testing, 
and maintenance of electrical fixtures, apparatus, and wiring used in 
electrical systems. (17.1002) 

5332 PLUMBING AND PIPEFiniNG 

Experiences concerned with layout, assembly, installing, altering and 
repairing piping systems. (17.1007) 

5333 6 UZING 

Experiences concerned with preparing, fitting, and Installing glass In 
structures and other openings of buildings such as windows, doors, and 
partitions or In objects such as display cases. (17.1009) 

5334 ROOFING 

experiences concerned with -overing roofs and e>cterlor walls of struc- 
tures with waterproof I nti Insulating materials. (17.1010) 

5335 MASOf^RY 

Experiences concerned with tt.c cutllng, chipping, and fixing In posi- 
tion of concrete blocks, brick, and glass blocks using bonding mater- 
ials and handtools. (17.1004) 

5336 DRY-WALL INSTALlA TjOfl 

Experiences concerned with the Installation of wallboard, plasterboard, 
or other Interior surfaces of structures. (17.1008) 

5337 PLASTERING 

Experiences concerned with the application of plaster, stucco, and 
similar materials to Interior and exterior surfaces of structures. 
(17.1006) 

5338 PAINTING AN D OJiggRATING 

Experiences concerned with the preparation and finishing of exterior 
and Interior surfaces by the application of protective or decorative 
coating fnaterlals such as lacquer, paint, and wallpaper. (IV.iouj; 



5M9 .ViLLWC'RK A'iP CAgiNET MAKING 



Experiences concerned with production of products such as window 
frames, moldinqs, trim, and panels; and with making such products as 
furniture, store fixtures, kitchen cabinets, and office equipment. 

(17. 3601 ) 

5340 METAL TR ADES 

Ejrperiences d(>5igned to prepare an ail-round metalworker capable of 
fabricating and assembling a variety of oroducts. (17.2304) 

5341 WELDING AND CUTTING 

Experiences concerned with at! types of irotal welding, brazing, and 
flame cutting. (17.2306) ' 

^^342 f-IACH I NE TOOL OPEiRAT lOM 

Experiences to prepare a worker to run a machine, e.g., Isthe, grinder, 
drill press, milling nachlne, or shaper. (17,2303) 

5343 HEAVY EQlJIi^ENT MAINTENANCE 

Experiences concerned with the general maintenance and overhaul of 
heavy equipment. (17.100301) 

5344 HEAVY EQUIPMENT OPERATION 

Ex;.jrienoes concerned with the uses and operation of heavy equlpm«nT. 
(17.100302) 

5 34 AUTOMOTIVE MECHAf4ICF 

Experiences conce-ned with the components of the vehicle. Including 
engine, power transmission, ste'^rinn, brakes, and electrical systems. 
(17.0302) 

5346 AUTOMOTIVE BODY AND FfNDrR 

Experiences concerned with all phases of the repair of damaged bodies 
and fenders. (17.0301) 

5347 GRAPHIC ARTS OCCUPATIOMS 

Experiences as they relate to all phases of hot and cold typesetting, 
layout, composition, presswork, and binding, and other graphic arts 
related to the printing Industry. (17.19) 

5348 STAT IOfjARY ENG INFER INC 

Experiences related to the Installation, operation, and maintenance of 
large power sources. (17.32) 

5399 Other, Specify. (Include Special Profocts and Study Courses) (17.1099) 



STAIQARD CROSSOVER 
CLASSIFICATION OF HfSIRUCTIOilAL DISCIPLINES 

TO 

US(S VOCATIOKAZ. CLASS XFICATIC^ SYSTEM 
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ysor 

0100 AGRICULTURE AND NATURAL RESOURCES 

0101 AGRICULTURE, GENERAL 01.0199 
OiOZ AGRONOMY, FIELD CROPS AND CROP MANAGEMENT 01.0102 

0103 SOILS SCIENCE (Management and Conservation) 01,0503 

0104 ANIMAL SCIENCE (Husbandry) OI.OIOl 

0105 DAIRY SCIENCE (Husbandry) 01.0101 

0106 POULTRY SCIENCE 01.0101 

0107 FISH, GA^€ AND WILDLIFE MANAGEMENT 01.0604 
Ofua HORTICULTURE (Fruit and Vegetable) 01.0102 

0109 ORNAMENTAL HORTICULTURE 01.0599 

0110 AGRI CULTURAL ATJD FARM MANAGE>€NT 0 1 . 0 1 04 

0111 AGRICULTURAL ECONOMICS 01.0299 

0112 AGRICULTURAL BUSINESS 01.0299 

0113 FOOD SCIENCE AND TECHNOLOGY 01.0401 



0114 FOf^STRY 



01 .0601 



0115 NATUrtAL RESOURCES MANAGEMENT ^ ' • ^^^^ 

0116 AGRICULTURE AND FORESTRY TECHr>IOLOGIES 16.0299 

0117 RANGE MANAiiEMENT '^^^^ 
0150 AGRICULTURAL RESOURCES - AIR 01.0606 

0131 AGRICULTURAL f^SOURCES - RECREATION 01.0602 

0132 AGRICULTURAL RESOURCES - WATER 01.0605 
UI33 ORNAMENTAL HORTICULTURE - LANDSCAPING 01.0504 
0134 ORNAMENTAL HORTICULTURE - TURF MANAGEMENT 01.0506 
<>\W At,HiCULTURE WORK EXPERIENCE EDUCATION 01.9900 
0IV9 Other Specify. { I ncl ude Speci al Projocts and Study Courses) 01.9900 



ERIC 



ro 



USOE 

0200 ARChiTECTUHt AND ENVI RONNiENTAL DESIGN 

0201 £NV 1 KON.eiTAL DESIGN, GENERAL 

0202 ARailT£CTUf<£ 

0205 INTERIOR XSiGN IV. 070 1 

w^04 LANDSCAPE ARCHITECTURE 

0205 URiiAN AkCHITECTURH 

0206 CITY, C0^WONITY AND REGIONAL PLANNING 

0/iZU ARCHITECTURAL TECHNOLOGY 16.0103 

ARCHITECTURE AiviD ENVIRONMENTAL DESIGN WORK 
EXPERIENCE EDUCATION 

0299 Othfer, Specify. (Include Special Projects and Study Courses) 
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upot 

v'iJO AREA STuDIClJ 

0301 ASIAN STUDIES, GENtRAL 

0?0p AFRICAN STUDIES 

u30» LATIN Ai'lCRICAN STUDIES 

v3IO EUROPEAN STUDIES 

v3lJ AMERICAfJ STUDIES 

05>9 Ctner, Specify. (Include Special Projects and Study Courses) 
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ERIC 



USQE 

0400 BIOLOGICAL SCIENCES 

0401 BIOLOGY, GENERAL 

0402 BOTANY, GENERAL 
U403 BACTERIOLOGY 
0407 ZOOLOGY, GENERAL 

U409 PHARMACOLOGY, HUMAN AND ANIMAL 

0410 PHYSIOLOGY, HUMAN AND ANIMAL (Include Anatomy) 

041! i'llCROBIOLOGY 

04 i 2 ANATOMY 

0414 BIOCHEMISTRY 

0416 MARINE BIOLOGY 

0420 ECOLOGY 

0421 ENTOMOLOGY 

0423 RADIO&IOlOGY 

0424 NUTRITION, SCfENTIFIC (Excludes Nutrition In Home 

Economics and Dietetics) 

049tt blOLOGICAL SCIENCES WORK EXPERIENCE EDUCATION 

0499 Other, Specify. (Includes Special Projects and Study Courses) 



15)2 



ERIC 
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USOE 



0300 Sl^lNESS AND MANA(^M£NT 

0501 BUSINESS AND CX)r^RCE, (%NERAL 

0502 ACCOUNTING 

0303 BUSINESS STATISTICS 

0304 BANKING AND FINANCE 

0505 INVESTMENTS AND SECURITIES 

0506 BUSINESS MANAt^NT AND ADMINISTRATION 

0508 HOTEL AND RESTAURANT MANAGEMENT 

0509 MAf^ETING AND PUI^ASiNG 

0510 TRANSPORTATION AND PUBLIC UTILITIES 

0511 REAL ESTATE 

0512 INSURANCE 

0514 SECRETARIAL STUDIES 

C3i5 PERSONNEL MANAGEMENT 

0516 LABOR AND INDUSTRIAL RELATIONS 

0<;i7 BUSINESS ECCMOMiCS 

0530 ADVERTISING SERVICES 

0531 APPAREL AND ACCESSORIES DISTRIBUTION 

0532 FOOD DISTRIBUTION - WHOLESALE 

0533 FOOD DISTRIBUTION - RETAIL 

0534 GENERAL MERCHANDISE 

0535 PETROLEUM PRODUCTS DISTRIBUTION 

0536 RETAIL TRADE - OTHER 

0537 VWOLESALE TRADE - OTHER 

0538 GENERAL CURICAL - FILING AND OFFICE MAOIINES 

0539 MATERIALS SUPPORT OOCUPATIOf^ 

0540 TYPING AND RELATED OCCIFATIONS 

0541 FOREMANSHIP, SUPERVISION, AND MANAGEMENT DEVELOPMENT 

0542 REO^ATtO^ AND TOURISM 

0598 BUSINESS WORK EXPERIENCE EDUCATION 

0599 Other Specify. (lnclu(J© Special Projects and Study Courses) 



14.0303 
14.0101 

14.0105 

14.0899 
04.1100 
04.1200 
04.1900 
04.1700 
04.1300 
14.0799 
14.0603 
17.1700 

04.0100 

04.0200 

04.0600 

04.0700 

04.0800 

04.1600 

04.2000 

04.3100 

14.0302 

14.0599 

14.0999 

17.1700 

04.1800 

14.9900 

14.9900 
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USOE 



0600 


OOi^MJNtCATK^ 




0601 


COMMUNICATIONS, (%N£RAt 




0602 


JOURNAL ISM (Printed Media) 




0603 


RADIO/TELEVISION 




0604 


AOVERTISING 


04*uiuu 


0603 


C0I>*1W^ICATI0N MEDIA 


14 .0^99 


0630 


INFORMATION COMMUNICATION OOJUPATIONS 


14.0401 


0696 


COMMUNICATIONS WORK EXPERIENCE EDUCATION 


14.0499 


0699 


Other, Specify, (include Special Projects and Study Courses) 


14.0499 
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USOE 



0700 


COMFUTER AND tNFORMATtON SCIENCE 




0701 


COMPUTER AND INFORMATION SCIENCES, KNERAL 


\A n90Q 


0702 


INFORMATION SCIEM^ AND SYSTEMS 


t A AilOO 


0703 


DATA PROCESSING 


t it noQO 

I 4iU^77 


0704 


COmmR PROGRAMMING 




0705 


SYSTEMS ANALYSIS 


i 4 »0204 


0730 


DATA PROCESSING TECHNOLOGY 


16.0117 


0798 


COMPUTER INFORMATION SCIENCE WOW EXPERIENCE EDUCATION 


14.9900 


0799 


Other, Specify. (Include Special Projects and Study Courses) 


14.9900 



ERIC 
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ERIC 



USOE 

0800 EDUCATION 

0801 tUUCAT I ON, GENERAL RST COPY WAIlWH^ 

0808 SPLCIAL EDUCATION, GENERAL 

(^23 PRE-ELEMENTARY EDUCATION (Pre-School Education) 09.0201 

0835 PHYSICAL EDUCATION 

0«37 HEALTH EDUCATION 

0639 INDUSTRIAL ARTS 

0850 EDUCATIONAL ASSISTANTS 14.0601 

Ob'if RECREATIONAL ASSISTANTS 14.0601 

0b9e EDUCATION WORK EXPERIENCE ECHOTION 14.0699 

0b99 Other, Specify. (Include Special Projects and Study Courses) 14.0699 



11)6 
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USOE 



0900 


ENGINEERING AND RELATEO FIELDS 




090) 


ENGil^ERING, GENERAL 




0902 


AEROSPACE, AERONAUTICAL, AND ASTRONAUT! CAL 


1 0 i V i 


0903 


AGRICULTURAL 


At A^QQ 


0905 


6I0ENGINEERIN6 AND BiOf€DICAL TECKNOLOGT 


1 A A %f\0 


0906 


CHEMICAL (Including Petroleum f^flnlng) 


1 A A 1 A*^ 


0907 


PETROLEUM (Excluding Petroleum Refining) 


1 £ A 1 t A 

iO«U NO 


0908 


CIVIL, COhSTfWriON, AND TRANSPORTAT?ON 




09tO 


^€CHANiCAL 


lo.vl i 3 


0913 


INDUSTRIAL AND MANAGEI<€NT 


16.01 1 1 


0914 


^€TALLURGICAL 




09t5 


MATERIALS 


16.0114 


0920 


NUCLEAR 


1 7 , 2099 


0921 
0922 


MECHANICS BPSTAni**, 
ENVIRONMENTAL AND SANITARY 


17.0302 

A'7 ATAA 

Q7.0799 


0924 






0930 


DIESEL 


t "1 i OAA 


0931 


ELECTRICAL TECHNOLOGY 


t £ A 1 A "9 

ID .0 i07 


0932 


ELECTRICS 


1 7 • 1 499 


0933 


ELECTRONIC TEOINOLCGY 


i £ A 1 A O 


0934 


ELECTRONICS 


17.1 599 


0935 


ELECTROMECHANICAL 


16.0109 


0936 


ENVIRONN^NTAL-CONTROL TE(3HN0L0GY 


16.01 to 


0937 


METALWORKING 


l7./'599 


093tJ 


METALLURGY 


17 .2400 


0939 


AIR POLLUTION 


10.9901 


0940 


APPLIANCE MAINTENANCE 


17.0201 


0941 


BUSINESS MACHINE MAINTENANCE 


17.0600 


0942 


INSTRUMENTATION TECHNOLOGY 


16.01 12 


0943 


INSTRUN€NT MAINTENANCE 


I7.?!0l 


0944 


AIR CONDITIONING 


17.0199 


0945 


P£FRI DERATION 


1 7 . V.)OU 


0V4t 


AUTOMOTI VE - BODY ANO TLNIjEK 


1 ;.{)50i 


0947 


AUTOMOTIVE MECHANICS 


17.0302 


0948 


AUTOMOTIVE TECHNOLOOY 





ERIC 



USOE 

0949 SMALL ENGINE f«PAIR I7.3»00 

0950 AVIATION MAINTENANCE 17.0401 

0951 AVIATION - PILOT TRAINING 16.0601 

0952 BLUEPRINT READING 17.0500 

0953 DRAFTING TECHNOLOGY 17.1300 

0954 PLASTICS 17.2700 

0955 STATIONARY ENGINEERING 17.3299 

0956 MANUFACTURI NG TECHNOLOGY 16.0113 

0957 SURVEYING 

0958 WATER AND WASTE WATER TECHNOLOGY 16.9902 

0959 MARITIME OCCUPATIONS 17.0699 

0960 SEAMANSHIP 17.0801 

0998 ENGINEERING WORK EXPERIENCE EDUCATION 17.9900 

0999 Other, Specify. (Include Special Projects and Study Courses) 17.9900 
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VJ8 





Pi MP Ahin APPI IFn ARI^ 




1 vvi 






1002 


ART 

fat « 1 




1 Vv^ 


ART Ml STORY AIOD APPfSCIATION 
nasi ni^iwni f^^w nt r nfcVf r*i • wi^ 






rv9 1 w %r9rT Of nil Mwf'Wvi ■ iwn inwry/ 












MtjCir HICTORY AMD APPRP^t AT 1 ON 




1007 


DRAMATIC ARTS 


— 


1008 


DANCE 


mmm 


1009 


APPLIED DESIGN (Includes ceramics, fnetal smithing, 

CC^nmBrClcll QiT/ 


17.0799 


1 W i w 


p i mpmathmapmy 




tot t 


flTV i wWVvTl T 


17.0999 


1030 


GRAPHIC ARTS 


1 7 • 1 999 


1098 


FINE AND APPLIED ARTS WORK EXPERIEI^ EDUCATION 


17.1999 


1099 


Other, Specify. (Include Special Projects and Study Courses) 


17.1999 
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109 



itOO FOf^l^ LANGUAGE 

MOi FOREIGN LANia'AGES, GENERAL 

1102 FRENCH 

1103 GERMAN 

1104 ITALIAN 

1105 SPANISH 

1106 RUSSIAN 

1107 CHINESE 

1 1 Oe JAPANESE 

1109 LATIN 

nil HEBREW AND SEMITIC 

1112 ARABIC 

I lid AFRICAN LANGUAGES (Non-Semltic) 

1199 Other, Specify. (Include Special Projects and Study Opurses> 
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USOE 



1200 


HEALTH SERVICES 




1201 


HEALTH SERVICES, GENERAL 


07.0399 


1203 


NURSING 


07.0301 


1206 


OCX^ATIONAL THERAPY 


07.0401 


1212 


fWYSICAL THERAPY 


07.0402 


1213 


OENTAL HYGIENE 


07.0102 


1214 


PtBLIC HEALTH 


07.0799 


1215 


f^OICAL RECOi® LIBRARIANSHIP 


07.9900 


1217 


BIO^€DICAL 00MMUNICATt(»4 


07.0299 


1222 


CLINICAL SXIAL WORK 


07.0906 


1223 


MEDICAL LABORATORY TECHNOLOGIES 


07.0203 


1224 


OENTAL TECHNOLOGIES 


07.0103 


1225 


RADIOLOGIC TECHNOLOGIES 


07.0501 


1230 


t^NTAL ASSISTING 


07.0101 


1231 


NEDICAL L/eORATORY TECHNOLOGY - CYTOLOGY 

• 


07.0201 


1232 


^€DICAL LABORATORY TECHI^LOGY - HEMATOLOGY 


07.0204 


1233 


MEDICAL U^ORATORY TECHNOLOGY - HISTOLOGY 


07.0202 


1234 


^€NTAL HEALTH TECHNICIAN 


07.0601 


1235 


HOME HEALTH AID 


07.0307 


1236 


N'JRSING ASSISTANCE (Aid) 


07.0303 


1237 


OBSTETRICAL AND SURGICAL TECHNICIAN 


07.0305 


1238 


PRACTICAL (VOCATIONAL) NURSING 


07.0302 


1239 


PSYCHIATRIC AID AND TECHNICIAN 


07.0304 


1240 


SCHOOL HEALTH AID 


07.0308 


1241 


OPHTHALMIC 


07.0601 


1242 


RADIATION WERAPY 


07.0502 


1243 


PROSTETICS AND ORTHOTICS AND ORTHOPEDICS 


07.0910 


1244 


MEDICAL ASSISTANT 


07.0904 


1245 


RESPIRATORY THERAPY 


07.0903 


1298 


HEALTH SERVICES WORK EXPERIENCE EDUCATION 


07.9900 


1299 


Other, Specify. (Include Special Projects and Study Courses) 


07.9900 
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1300 


HOIC i:CX)NOMlCS 




i30i 


HOME E{^)N0M1CS. (%N£RAL 


09.0101 


1302 


HOUSlf^ MQ HOI^ FUl^iSHlMs 


09.0109 


1303 


CLOTHING AMD TEXTILES 


09.0103 


t304 


CONSUMER ECONOMICS 


09.0104 


t30S 


CHILD DEVELOPMENT 


09.0201 


130S 


FAMILY RELATIONS 


09.0106 


1306 


FOODS AND {«iTRITi0N (Includes Dietetics) 


09.0107 


1307 


INSTITUTIONAL MANAGEMEi^ 


09.0205 


1330 


CARE AND GUIDANCE OF CHILDREN 


09.0201 


1331 


CLOTHING MANAGEfCNT. PRODLCTION AND SERVICES 

i 


09.0202 


1332 


FO(X> MANAGEMENT. PRODUCTION AND SERVICES 


09.0203 




HOP^ rUmiSHiNuSf EQUirPlcNT /V(D SERVICES 


09.0204 


1398 


HO^C ECONOMICS WOf^ EXPERIENCE EDUCATION 


09.0299 


1399 


Ot^r;, Specify* (Include Special Projects and Study (k>urses) 


09.0299 



i 



£02 
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USPS 

1400 LAW 

1401 LAW, GENERAL 

1499 Other, Specify. ( Include Special Projects and Study Courses) 



;:>o3 

64 

ERIC 



USO£ 

1500 UHERS 

t&OI ENGLISH, G£N£RAL 

1502 LITERATURE 

1504 CLASSICS 

1505 LINGUISTICS (Includes Pf»onetlcs, Semantics, and Philology) 

1506 SPEECH AND DEBATE AND FORENSIC SCIENCE (Rhetoric end 

Pub I Ic Address) 

1507 CREATIVE WRITING 

I50{5 ENGLISH AS A FOf^lGH LANGUAGE 

li/09 PHILOSOPHY 

1510 RELIGIOU^: STUDIES (Exclude Theological Professions) 

1530 EI^LISH - READII^ 

1598 LETTERS WORK EXPERIENCE EDUCATION 

1599 Other, Specify. (Include Special Projects and Study Courses) 



ERIC 



65 



JSOE 

1600 LIBRARY SCIENCE 

1601 LIBRARY SCIENCE, GENERAL 14.0499 
1630 LIBRARY TECHNOLOGIES 14.0499 

1698 LIBRARY SCIENCE WORK EXPERIENCE EDUCATION 14.0499 

1699 Other, Specify. ( I ncl ude Special Projects and Study Courses) 14.0499 



S05 

66 



ERIC 



1700 MATHEMATICS 

1701 MATHEMATICS, GENERAL 

1702 STATISTICS, MATHEMATICAL AND THEORETICAL 

1703 APPLIED MATHEMATICS 

1799 Other, Specify. (Include Special Projects and Stu^Jy Courses) 
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1800 MILITARY STUDIES 

1801 HILITARY SCIENCES, GENERAL 
1899 Otnar, Specify. 



207 
68 



wSp£ 

1900 PHYSICAL SCIENCES 

1901 PHYSICAL SCIENCES, GENERAL 

1902 PHYSICS, GENERAL 

1905 CHEMISTHY, GENERAL (Exclude Biochemistry) 

I90o If^HGANIC CHEMISTRY 

1907 ORGANIC CHEMISTHY 

i<aO'd ANALYTICAL CHEMISTRY 

1':^!! ASTRONOMY 

i^l^ ASTROPHYSICS 

ATMOSPHERIC SCIENCES AND METEOROLOGY 
I'JU GEOLOGY 

1917 EARTH SCIENCES, GENERAL 

PALEONTOLOGY 
1519 OCEAt>»C GRAPH Y 

I99& PHYSiC/iL SCIENCES WORK EXPERIENCE EDUCATION 

Jir9y Qfh^r, Specify. (Include Special Projects and Study CJourses) 
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2000 PSYCHOLOGY 

2001 PSYCHOLOGY, GENERAL 
2005 SOCIAL PSYCHOLOGY 
2008 INIX/STR»AL PSYCHOLOGY 

2098 PSYCHOLOGY WORK EXPERIENCE EDUCATION 

2099 Other, Specify. (Include Special Projects and Study Courses) 



209 
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U SOE 

2100 PiBUC AFFAIRS AND SERVICES 



2tOI 


COMMUNITY SERVICES, GENERAL 


17.2899 


2102 


Pt^LIC AOMINiSTRATtON 


14.0801 


2i03 


PARKS AND RECREATION MANAGEMENT 


01 .0602 


2104 


SOCIAL VORK AND l€LPtNG SERVICES (Other Than 
Clinical Social Work) 


17.2899 


2I0S 


LAW ENFORCEMENT 


16.060? 


2i30 


CORRECTIONAL SCIENCE 


17.2802 




PROBATKW AND PAROLE 


17.2802 


21 32 


INtXJSTRIAL SECURITY 


17.2802 


2135 


FIRE CONTROL TEOMDLOCY 


17.2801 


2134 


FIRE AND SAFETY TECHNOLOGY 


16.0602 


2198 


PUBLIC AFFAIRS AND SERVICES WORK EXPERIENCE EDUCATION 


17.2899 


2199 


Other, Specify. (Include Special Projects and Study Courses) 


17.2899 
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2200 SOCIAL SCIENCES 

2201 SOCIAL SCIENCES, GENERAL 

2202 ANTXROPOLOGY 

2203 ARCHEOLOGY 

2204 ECONOMICS 

2205 HISTORY 

2206 GEOGRAPHY 

2207 POLITICAL SCIENCE AND GOVERNMENT 

2208 SOCtaOGY 

2210 INTERNATIONAL RELATIONS 

2211 AFRO-AMERICAN (BLACK OILTURE) STUDIES 

2212 ArCRICAN INDIAN CULTURAL STUDIES 

2213 MEXICAN-A^€RID\N CULTL^L STUDIES 

2214 URBAN STUDIES 

2230 ASIAN-AMERICAN CULTURAL STUDIES 

2298 SOCIAL SCIENCES WORK EXPERIENCE EDUCATION 

2299 Other, Specify. (Include Special Projects and Study Owrsos) 
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USOE 



3000 


COMMERCIAL SERVICES 




3001 


CCM1ERCIAL SERVICES, GENEPAL 


t 7 9ftOO 

i / »Z077 


3002 


FOOD SERVICE TECHNOLOGY 


I •} 9000 


3003 


LEATHEf^OR<ING 


1 T x^oo 


3004 


WOODWORKING 


1 / • ^OU 1 


3005 


CUSTODIAL SERVICES 


t / . t t UU 


3006 


PERSONAL SERVICES - BARBERING 


1 n OAA 1 

1 / • £0U 1 


3007 


PERSONAL SERVICES - COS^4ETOL0GY 


t ^ OCAO 

i 7 . doOZ 


3008 


PERSC^AL SERVICES - DRYCLEANING 


17.1699 


3098 


C0Mh€RClAL SERVICES WC»« EXPERIENKX EDUCATION 


17.2699 


5099 


Other, Specify. (Include Special Projects and Study Courses) 


17.2899 



ERIC 



73 



4900 tNTfcKDISCIHLlNARY STUDIES 

4901 GfcNEf^L LIBtl'V^L At\Ti AND bCtCF.OCS 

4902 BIOLOGICAL AND PHYSICAL SCthNCES 

4903 HUMANITIES AND SOCIAL SCIENCES 

4904 ENGINEER I NG AND OTHER DISCIPLINES 

4905 HUMAf^lTIES AND FINE ARTS 
4930 GENERAL STUDIES 

4999 Other, Specify. (Include Special 



USOE 



Projects and Study Courses) 



BEST COPY mum 
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USOE 



5300 


APPRtNTICESHfP 




5330 


CARPENTRY 


17. 1001 


5331 


ELECTRICITY 


17.1002 


5332 


PLtWBING AND PIPEFITTING 


17.1007 


5333 


GLAZING 


17.1009 


5334 


ROOFING 


17.1010 


5335 


MASONRY 


17.1 004 


533t) 


DRY-WALL INSTALLATION 


17.1008 




PLASTERING 


1 7 . 1 006 


533t> 


PAINTING AND DECX)RATIN6 


1 7 . 1 005 


5339 


MILLWO^ AND CABINET ^4AKIN6 


1 7.3601 


5340 


^€TAL TRADES 


17.2304 


5341 


WELDING AND CUTTING 


17.2306 


5342 


MACHINE TOOL OPERATION 


17.2303 


5343 


HEAVY EQUIPMENT MAINTENANCE 


17.1003 


5344 


huAVY EQUIWENT OPERATK^ 


17.1003 


5345 


AUTOMOTIVE MECHANICS 


17.0302 


5346 


AUTOMOTIVE BODY AND FENDER 


17.0301 


5347 


GRAPHIC ARTS OCCUPATIONS 


17.1902 


5348 


STATIC»JARY ENGINEERING 


17.3299 


5399 


Other, Specify, (include Special Projects and Study Courses) 


17.1099 
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BEST COPY AVAILttU 

ACSZCUUVRB 



CUBUBH 



OMtiOlUll 



_CIP_ 



Vocfttioa&l 



01.01 

01 
02 
03 
04 

02 

01 
02 
03 
04 
t99 



03 



01 
02 
03 

04 
05 
06 
07 

9!t 



01 
02 
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0104, 010S» 0106 
0102» 0108 

0110 
0101 



0111, 0112 



0103 



0903 



iOlU 



t 

I. 



I- 



I 

1 
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01.03 



01 
02 
03 
04 
06 
T 99 



06 



01 
<» 
03 
04 
OS 
06 
07 
08 
99 



07 

; 01 

I 02 

03 
04 
05 

06 
y 99 



V 99 



0133 
0134 
0109 



OIU 

0131, 2103 

0107 
0132 
0130 

0117 
0115 



0198, 0199 



PISTRIBOTIVE aDOC&TZON 



Vocational I 
Cl»atlglcatlon | 

04. i 





01 




0530f 




02 




0531 




03 








(W 


, 

1 

i 
1 






05 


1 

f 






06 


< 

1 


0532 




07 




0533 








0534 




09 


i 






10 








11 


1 


0508 




12 


{ 


0509 


1 

1 


13 


i 

1 
1 


0512 


1 


14 


1 

1 
1 

I 




i 


15 


t 




1 


16 


« 

i 


0535 


1 

1 

1 


17 




0511 


1 

f 


18 


i 

i 


0542 




19 




0510 




20 




OS36 




31 


1 
i 

< 

i 


0537 




99 


i 





BEST (m mum 
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BEST ftVAIlABU 

mdSB OCCUFATICKS EDOCAnCKI 



07 .mx 



CUailficatlon 



CIP 



Vocational 
Claaalftcftttcn } 



CXD 



i 



01 


1230 


02 


1213 


03 


1224 


ir 99 





I 02 



I 



01 



02 
03 
04 
i 99 
03 



04 



01 
02 
03 



04 

^ V 99 



1231 
1233 
1223 
1232 
1217 



01 


1203 


02 


1238 


03 


1236 


04 


1239 


05 


1237 


06 




1 

07 


1235 


08 


1240 


t 

^ 99 


1201 



1208 
1212 



2^8 



07.05 

I 



01 

02 

03 
99 



06 



01 
02 
03 
99 



07 



08 



01 
02 
03 
99 

01 
02 
99 



09 





01 




02 


i 


03 




04 




05 




06 




07 




08' 




09 




10 


V 


99 



1225 
1242 



1241 



i 922, 1214 



1234 



1245 
1244 

1222 



1243 

U15, 1298, U99 



79 



ROMS sec 



ICS 



Vocational 
Classification 



CID 



09.01 

01 
02 
03 
04 
OS 
06 
07 
08 
09 
t 99 

02 

01 
02 
03 
04 
05 

+ 4^ 99 



1301 

1303 
1304 

1308 
1306 

1302 



0823, 1305, 1330 

1331 

1332 

1333 

1307 

1399, 1398 



TECHNICAL BDDCATXOH 



ClMslficACion 



CZD 



VOCAtiOAAl 

CI— ■Ificatloa 



CID 



16.01 



01 
02 
03 
Oft 
OS 
06 
07 
08 

i 

I 09 



10 
11 
12 
13 
14 
15 
16 
17 

01 

02 

03 

04 
^ ^ 99 



0902 

0230 

0906 
0908 
0931 
0933 
0935 
0936 
0913 
0942 

0910, 956 (16.011303) 
0914, 0915 

0907 
0730 



0116 



16.03 

01 
02 
03 
04 
05 
99 

01 
02 

V 99 

01 
02 
03 
04 
05 
06 
^ 99 

01 
02 
03 
04 
05 
'¥ 99 

01 

^ I 02 



0905 



0951 
2134 

0924 

2105, 2209 
0901 

0939 
0958 



TRA9E & INDUSTRIAL CX:CUPATIOKS 



Cl—atficattpa 



CTP 



VoeatloMl 
Cl— ■Igicmtioii 



17 .mx 

CID 



01 
02 
03 
^ 99 

01 
^ 02 
03 

01 
02 
03 

(A 

01 
02 

HT 99 
05 
06 
07, 

01 
02 
03 
99 

01 



08 
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02 
^99 



0944 



0940 



0946» 5346 
0921, 0947, 5345 

0946 

0950 



0952 
0941 

0203 



1009 



0960 



0959 



17.09 



10 



01 
99 

01 
02 
03 

04 

05 
06 
07 

08 
09 

10 

<4^99 

11 

12 

13 

01 
02 
03 
99 

15 

01 
02 
03 
^ ^99 



1011 

5330 
5331 

5343 a7. 100301) 5344 
(17.100302) 

5333 

5338 
5337 
5332 
5336 
5333 

5334 

5399 

3005 

0930 

0953 



0932 



0934 
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17 .xm (cont«t 



TRADE & iwomut OCCUPAHOSS 



VocAtleiiAl 



VocAtlonal 
Clasaificfttlcn 



CID 



17.16 



01 
02 
99 



17 
18 

19 



01 



02 
03 
04 
05 
06 
^ 99 

01 

02 
03 
^99 

21 

01 
>^02 
4< 22 



FRir 



3006 

0516, 0S41 



5347 



1030, 1098, 1097 



0920 



0943 



17.23 



01 

02 

03 
04 
(& 
06 
07 
08 
09 
99 
24 

01 
02 
>k 99 
27 

01 
02 
99 

01 
02 
03 
04 
\k 99 



5342 
5340 

5341 



0937 
0938 

3006 
3007 

3001, 3098 
0954 

2133 

2130, 2131, 2U2 

2101, 2104, 2198, 2199, 
3099 



3002 



BEST COPY pmmi 

TRADE & IIIDOSTRXAL OCCDPATIONS 



17 .Xm (cort» 



Vocacloiuil 
iClftssiftcAtton 



i 



17.30 
31 
32 

01 
02 

! 03 

I 

99 

33 

i " 

I 

« 02 

i I" 



CXD 



0945 
0949 



09SS, 5348 



11 



VocAtlon&l 
Classification 



CXD 



17.34 



01 



02 
^ 99 
35 
36 

01 
99 



^ 99 



3003 
3004 

3004, 5339 
0998, 0999 



t 



ERIC 



4 
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APPENDIX D 

LIST OF SUPPMES, EQUIPMENT AND CAPITAL OUTLAY 
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APPEfOIX D 



LIST OF SUPPLIES, EQUIPMENT, AND CAPITAL OUTLAY 



Letters after Items In the following tls^ have the foltoMlng meanings: 

E « Equipment 

S « Supplies 

I « Site Improvements 

8 " Bui iding 

This list should be used In conjunction with criteria In Part IV. Many Items 
listed as equipment are a>nstdered as noterlals for site Improv^nent If attached 
to the land or building If attached to buildings. 

If an Item Is not In the list, another similar Itwn can be used. Some Items must 
be identified by association. For example, an Item Is Identified by associating 
It with one of the following si^pttes: chemicals, cloth, clothing, compounds, 
dishes, drugs, food, games, glassware, machines (small hand), medicines, paint, 
parts (repair), stationery, tableware, tools (hand, not In sets), and utensils; 
or by associating It with one of the following equipment; apparatus, appliances 
(household), cabinets, furniture. Implements (farm), livestock, machines (large), 
tool sets (hand), and tools ( power). 



Abrasives— S 
Absorbent cotton— S 
Account books— >S 
Acooimting forms— S 
Accounting mewhlnes-* E 
Acetylene— S 
Achievement tests— S 
Acids— S 

Adding machine ribbons— S 
Adding machine tapes— S 
Adding machines— E 
Addressing machine plates— S 
Addressing machine ribbons— S 
^dressing machine stencils— S 
Addressing machines— E 
Adhesive tape~-S 
Adzes— S 

Air, compressed— S 
Air compressors— E 
Alr-oondltloning systems— B 
Alr-conditloning units, 

casement— E 
Air gau^s, tire— S 
Air hoists— E 
Albums— S 
Alcohol— 'S 



Alidades, telescopic— E 

Alignment gauges, camber, toe-in— E 

Ammeters— E 

Ammonia— S 

Ampules— S 

Anatomical charts— S 
Anatwnlcal models— E 
Andirons— E 
Anemome*^rs— E 
Anesthetics— S 
An 1 1 1 ne dyes— S 
Animal boxes— S 
AnnuncI ators— E 
Antifreeze— S 
Antiseptic gauze— S 
Antiseptics— S 
Antitoxins— S 
Anvl Is— E 

Apparatus cabinets— E 
Apparatus, medical, scientific, elec- 
tronic, photographic, arc-welding— E 
Appliances, household — E 
Applicators, throat— S 
Aprons— S 
Aquarium— E 

Arc-welding apparatus— E 



Arch supports— S 
Archery sets— S 
Architects scales, i-lnch 

measure— S 
Armature growlers— E 
Arrows—S 
Art canvases*-S 
Art crayons— S 
Art erasers— S 
Art paints— S 
Art paper— S 
AsDestos— S 
Ash cans— S 
Asphalt— 5 

Asphalt roofing and siding— S 
Astringents— S 
Astrographs, wall— E 
Athletic uniforms— S 
Atlases— S 
Atom! zers— S 
Audlofneters — E 
Auger bits— S 
Augers— S 
Autoclaves— £ 

Automatic regulating valves— S 
Autonob! id accessories— S 
AutomobI !e controls for hand I - 

cappe'^ persons— S 
Autcric.ol le defrosters— S 
Automobile fuel tanks— *S 
Automobile heaters— S 
Automobile lifts— E 
Automobile signals— S 
Automc^l le tires and tubes— S 
AutomobI les— E 
Awards— S 
Awls— S 

Awnings, fixed— B 
Awnings, removable— E 
A)«S— S 

Babbit metal— S 
Backboards, Indoor, fixed— B 
Backboards, outdoor, fixed— t 
Backboards, portable — E 
Backstops, fixed— I 
Backstops, portable— E 
Badges— S 

Badminton rackets— S 

Bags — 5 

Baking pans — S 
Baking powder — S 



Baking soda— S 

Balances, beam— E 

Balances, small spring— S 

Baling presses, compression moulding— E 

Ball bearings — S 

Bal I peen hammers— S 

Bat loons— S 

Bal lot boxes — S 

Balls— S 

Band Instruments— E 
Band saw blades— S 
^nd saws— E 
Band uniforms— E 
Bandages— S 
Bands, rubbet — S 
Banners— S 

Barber shop tools, electrical — E 
Barber shop tools, hand— S 
Barber-type furniture — E 
Barographs— E 
Urometers — E 
Barrels— S 

Bars, horizontal, portable— E 

Basebal Is — S 

Bases, basebal I— S 

Bases, electric lamp— S 

Bases, flagpole — I 

Basins, portable— S 

B^ketball shoes— S 

Basketballs— S 

Baskets, contalnei — S 

toth curtains — S 

Bath mats— S 

Bath robes— S 

Bathtub fittings— S 

Batons— 5 

Bats— S 

Batteries, electric— S 
Battery charges— E 
Battery elements— S 
Batting, cotton — S 
Beads, arts and crafts — S 
Beakers— S 
Beam, compass— E 
Bean bags — S 
Bearings, bat I — S 
Bearings, roller— S 
Bearers, egg, electric — r 
Beaters, eog, hand — S 
Beauty class furniture — F 
Bedding— S 
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Bedpans—S 

Bedspreads "5 
Bedsprlngs— -S 
Beeswax— S 
Bel lows, hand— S 
Bel lows, power— E 
Bells, call— S 

Belts, small hand or desk-- S 

Belt dresslnqs— S 

6elts~S 

Bench stops--'*S 

R<,nches~r 

benzene— 5 

Bevels-- S 

Bicycle racks, fixed— I 
Bicycle racks, portable— E 
Bicycles— E 
Bll Iheads— S 
Bit i I ng mach I nes— E 
Binders, agricultural— E 
Binders, loose leaf — S 
Binding cloth — S 
Binding <x>rd"-S 
Binoculars— E 
Blologt cal charts— S 
Biological models— E 
Biology soeclmens— S 
Bit braces — S 
Bit tf>ols— S 
B!ts— S 

Blackboard pointers— S 

Blackboards, portable — F 

Blackboards, small slate — S 

Bladders— S 

Blades, saw-*-S 

Blankets — 5 

Blanks, printed— S 

Bleachers, Indoor, flxed-^-B 

Bleachers, outdoor, fixed— I 

Bleachers, portable— L 

Bleaches— S 

lit I lids, Venetian— B 

Blocks, hat — S 

FMocks, klnderqarten*-C 

Ulock*;, surfBce hardened— S 

blocks, terminal — S 

Blood analysis apparatus;, 

complete— E 
Blood pla''*mr* cahl nf>t«;--f 
Blood pressure apparatus — F 



Blotter holders~S 

Blotter pads— S 

Blotters— S 

Blowers— E 

Blowpipes— S 

Bl Imprint machines— E 

Blueprint paper— S 

Bluing— S 

Boards, bread— S 

Boards, bulletin, fixed— B 

Boards, bulletin^ portable 

Boards t carrom— S 

Boards, checker— S 

Boards, drwing— S 

Boards, emery— S 

Boards, games— S 

Boards, Ironing— E 

Boards, Ironing, bullt-ln- 

Boards, lumber— S 

Boards, mounting— S 

Boards, sandwich— S 

Boards, wash — S 

Boats or canoes — E 

Bobbins— S 

Bodies, bus— E 

Bodies, truck— E 

Bodkins— S 

Bol ler cleaners— S 

Bol ler compounds— S 

Boiler firing tools— S 

Bolt cutters— 5 

Bolts— S 

Bond paper— S 

Book cards — S 

Book jackets— S 

Book pockets— S 

Book records — S 

Bcx>k stacks— C 

Book trucks— E 

Bookbinding machinery — E 

Bookcases, portable — E 

Bookcases, sectional— F 

Rookcloth--S 

Bookcovers— r> 

Bookends — 3 

Bookkeeplnq forms — 

Bookkoeplnq machines— I 

Bookpf «ite&— 

Rooks — $ 

Books, cash— S 

Rooks, compos 1 1 Ion— S 



D - 3 



BEST COPY AVAILAmi 



Books, Mbrary— E 
Books, loose leaf nota»*S 
Books, record*— S 
Books, text— S 
Boots— S 

Bortng machines, precision, table 

or vertlcle types— E 
Bottle syphons— S 
Bottles— S 

Bowling alley pins— S 

Bowls— S 

Bcwis, water closet— S 

Bows, archery— S 

Rox flies, cardboard— S 

Boxes— S 

Boxes, electrical— S 

Boxing gloves— S 

Boxing rings, complete— E 

Boyle's law apparatus, oomplete 

unit— E 
Brake lining— S 
Brake 1 1 n I ng mach I nes-^E 
Brakes and folders, hand or 

power— E 
Brakes, 'xjmpiete replacement 

units — 0 
Brass pc ; ! shes— S 
Brass r^^s-S 
Bra*-.', sheets— S 
Bread knives — S 
Broad pans— S 

Bread si leers, mechanical— E 
Bread toasters, electric— E 
Breadtoards— S 
Breakers, circuit— S 
Bricks— S 

Bridges, wheatstone and similar— E 

Bridles— S 

Briefcases— S 

Broiiers, electric— E 

Brooze, casting — S 

Bronzing liquid— S 

Brooders — E 

Broon», hand— S 

Brooms, power-driven— E 

Brushes— S 

Buckets— S 

Bucksaws— S 

Buffers, electric— E 

Bug sprays— S 

Bulbs, electric light— S 



Bulbs, flower~S 
Bulletin boards, fixed — B 
Bulletin boards, portable— E 
Bunting— S 
Burettes— S 
Burlap— S 

Burners, Bunsen— S 

Bus accessories— S 

Bus chassis — E 

Bus repair parts— S 

Bus tickets— S 

Bus tires and tubes— S 

Bus tokens— S 

Bus wagons— E 

Buses— E 

Bushings— S 

Butter sp reactors— S 

Buttons— S 

Buttons, push— S 

Buzzers — S 

Cabinets, apparatus— E 
Cabinets, beverage cooling, ice 

or electric — E 
Cabinets, filing— E 
Cabinets, fixed — B 
Cabinets, frozen food storage— E 
Cabinets, ice cream, ice or electric— E 
Cabinets, laboratory— E 
Cabinets, lantern slide— E 
Cabinets, portable — E 
Cabinets, print, drafting — E 
Cabinets, printers, galley— E 
Cabinets, printers, type— E 
Cabinets, supply— E 
Cable— S 
Cages— E 
Cake knives— S 
Cake pans— S 
Cake soaps— S 
Calcimine— S 
Calculating machines— E 
Calendar pads— S 
Calendar stands — S 
Calendars— S 
Cal ico— S 
Cal ipers— S 
C^li bells— S 

Calorimeters, a>ntlnuous flow— E 
Calorimeters, electric — E 
Cameras — E 

Cameras, motion picture— E 
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Cameras » still— E 
Cameras, TV— E 
Can covers — 
Can opafi0r8*-S 
Candlas-~S 
Candtasttcks— S 
Canes— -S 
Cannars— E 
Canoes •^E 
Cans» ash— S 
Cans* garbage— >S 
Cans, rubbish— S 
Canvas— S 
Cappers— E 
Caps, metal— S 
Carbide — S 
Carbon dloxtde^^S 
Carbon paper— S 
Carbon ribbons— S 
Carborundum stones— S 
Carburetors— S 
Card holders— S 

Card punching and sorting device— E 

Card racks— E 

Card tables— E 

Cardboard— S 

Cardboard boxes— S 

Cards— S 

Carpenters squares— S 
Carpet beaters— S 
Carpets — E 
Carrom boards— 5 
Carrom cues— S 
Carrom rings— S 
Carts— E 

Carvings knives— S 
Cases, brief— S 
Cases, cardboard— S 
Cases, display— E 
Cases, f I le— E 
Cases, laboratory— E 
Cases, musical Instruments, 

I arge— E 
Cases, musical Instruments, 

small— S 
Cases, supply— E 
Cases, type— E 
Cash boxes'-*-S 
Cash registers— E 
Casters— S 
Casting bronze— S 



Catalog cards— S 
Catches*~S 
Cattle— E 

Caulking compounds— S 
Caulking Irons, all sizes— S 
Caustics— S 
Cellophane— S 
Cells, photoelectric— S 
Celluloid— S 
Cement, construction— S 
Cement, liquid— S 
Centering irachlnes— E 
Centrl f u^— E 
Certificates— S 
Chafing dishes— 5 
Chain hoists— £ 
Chalns-*-S 
Chains, tire— S 
Chair pads— S 
Chairs— E 
Chairs, folding— E 
ChalkboaniA, fl)«d— 8 
Chalkboards, portable— E 
Chalks— S 
Chamois— S 
^ange holders— S 
Charcoal— S 
Charge slips— S 
Chargers, battery— E 
Chart stands— E 
Charts, large— E 
Charts, wnall— S 
Chassis, hus— E 
Chassis, truck— E 
Check handling mad>tnes — F 
Checkbooks— S 
Dicker boards— S 
Dteckars— S 
Checks, brass— S 
Checkwrlters— E 
Cheesecloth— S 
ChemI cals— S 
Chemistry glassware— S 
Chemistry rubber goods— S 
Chimes, large— E 
Chimes, small— S 
Chlnaware— S 
Chisels, In sets— E 
Chisels, not In sets— S 
Choppers, food, hand-operated- 
Choppers, food, power— E 
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circuit breakers-- S 

Clamps—S 

Clay— S 

Clay model Inr? tools— S 
Cleaners, flue— S 
Cleaners, steam vapor— E 
Cleaners, vacuum— E 
Cleaning compounds— S 
Clinometers, photoelectric— E 
Clippers, electric— E 
Clippers, hand— S 
Clips— S 

Clock systems, program, electric— 6 
Clocks, desk— S 
Clocks, wall— E 
Cloth— S 

Cloth binding— S 
Cloth cutting machines — E 
Cloth nets— S 
Clothes baskets— S 
Clothes brushes— S 
Clothes dryers— E 
Clothes N)oks— S 
Clotheslines— S 
Clothespins— S 
Clothing— S 

Clutch rebuilding apparatus — E 

Coat hangers— S 

Coat hooks— S 

Cocoa nttfib— S 

Coffee cans— S 

Coffee grinders— E 

Coffee pera>lators, electric— E 

Coffee pots— S 

Coffee urns— E 

Coin, currency, and check 

handling machines— E 
Colanders— S 
Collapsible tables— E 
Colored pencils— S 
Co I or I meters— E 
Coloring dyes— S 
Combines— E 
Combs— S 

Combustion analyzers— E 
Comparators— E 
Compasses, blackboard— S 
Compassfis, drawing— S 
Compasses, maqnetic— E 
Compasses, maqnetic, pocket — S 



Cofl^unds— S 

Con^iressed air— S 

CoiT^>ressors, air— E 

Confuting machines— E 

Condensers, electronic — S 

Condensers. Ignition distribution— S 

Condiments— S 

Conduit boxes— S 

Conduits and fittings— S 

Connecting rod aligners — E 

Connecting rod boring machines— E 

Connecting rod rabirt>blting Jigs— E 

Connectors, wiro— S 

Construction paper— S 

Containers— S 

Conveyors— E 

Cookers, pressure— E 

Cooking stoves— E 

Cooklnii utensils— S 

Coolers, watei — E 

Coping saw blades— S 

Copper-"S 

Coppers, soldering— S 
Copyholders— S 
Cord— S 

Cords, electric— S 

Cores, valve— S 

Cork— S 

Corkscrews— S 

Cornices, metal— S 

Correction fluid, stencil— S 

Corrosives— S 

Corrugated papei — S 

Oostiimers— E 

Costwnes, theatrical— S 

Cots— E 

Cotter pins— S 

Cotton, absorbent— S 

Cotton gauze— S 

Couches— E 

Counter freezers— E 

Counters, fixed— B 

Counters, revolution and stroke— S 

Countersinks— S 

Coupl Ings— S 

Coverai Is— S 

Covers— 5 

Crayons— S 

Crockery— S 

Crocks— S 
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Cross-section paper— S 
Crucibles— S 
Crude off— S 
Crushed rock— S 
Crystals, watch— S 
Cues, car ran— S 
Cuiti vators'^-E 
Culverts, sheet metal— S 
Cud hooks — S 
CuptK>8rds-*-E 
Cups— S 

Cups, grease«-*S 
Curps— I 

^jrWng Irons— S 
Curtain rods--S 

Curtains, shower and wlndow*-"-S 

Curtains, stage— B 

Curtains, cycloroma— B 

Curtains, window— 

Cuticle pushers— -S 

Cutlery— S 

Cutters, glass— S 

Cutters, lerqe~^E 

Cutters, pestry--S 

Cutters, plane— S 

Cutters, sn^all— S 

Cylinder boring machines*—E 

Cyl Inder oi Is— S 

Cylinders, dfctatinq machine-- S 

Cyl J^aers, gas— E 

Cylinders, hydrometer jar— S 

Cylinders, mailing — S 

Dampers— S 

Date stamps— S 

Oaters— -S 

Datfnq machines — t 

Decorations— S 

Deep fat fryers— •£ 

Deeo freezers— E 

Dental abrasive points — S 

Dental benches — E 

Dental cabinets— E 

Dental chal rs*-E 

Dental charts— S 

Dontal drill Inq apparatus— t 

Dental drMIs— 5 

Dental Instruments, small — S 

DeoUorlzer!> — S 

Desk blotters — S 

Desk tamps*-^S 

je:>K letter basKets^-^j 



Desk pads--S 
Deskr.--C 

Developer?^, photooraphir--S 
Oevelopinn tanks-*3 
Dextrin— S 
Dextrose — S 
Diaries— S 

Dlrtatinq machine cylinders, 

discn, and taper>--S 
Dictatinq machines — E 
Dfctlonarles, abrldqod — S 
Dictionaries, large unabridged— E 
Dictionary stands — E 
Dies, in sets— E 
Dies, not in sets — S 
Diesel engines. Integral parts of 

larger units — S 
Diesel engines for use In classrooms — E 
Diploma covers — S 
Diploma ribbons — S 
Diploma seals-^S 
Diplomas--S 
DIsrs, optical — E 
Discs, phonograph--S 
Dish brushes— S 
Dish cloths— S 
Dfsh pans— S 
Dish trucks— E 
Dishes — S 

Dishwashers, fixed— B 
Dlshwashora, portoble — £ 
Disinfectants — S 
Dispensers, soap — S 
Display cases— E 
Oisnlay mounts^-S 
Dissect Inq nets — S 
Distilled water— S 
Distil I inq apparatus — F 
Distributor boxes— S 
Distributors— S 
Ditto machines — E 
1)1 vidnrs---S 
loi I ies*-S 
Doll U^r>--r> 
Dol 

Doormat 
iowolb — S 

Draf t i no instrumofttsi--r> 
Drnftln^ m^ir fit n/*5-*r 
Ur«jql i n#»s--o 
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Drain cleaners — S 

Drain pans— S 

Drain plugs— 'S 

Drain plunqers— S 

Drain tile — S 

Drainpipe fl ushers — S 

Drapery— B 

Drapery cloth — S 

Drawing boards— S 

Drawing compasses— •$ 

Drawing Instruments— S 

Drawing paper— S 

Drawing pens — S 

Drawing tables— E 

Dressers, emery wheel — S 

Dressings, belt— S 

Drier, Ink— S 

Drier, pelnt— S 

Drier, varnish— S 

Drift meters— E 

Drift pins, ail sizes— S 

Drill bits— S 

Drill points— S 

Drill presses, bench, floor 

or radial— E 
Drills, hand— S 
Drills, power— E 

Drinking water coolers, electric 

or ire— E 
DrI veways— I 
Drugs— S 

Drums, bass. Kettle, snare— E 

Drums, fiber— S 

Drums, metal— S 

Drums, other than musical— S 

Dry cells— S 

Dry measures — S 

Dryers— E 

Dryers, clothes — E 
Dryers, hali — E 
Drygoods— S 

Drying units. Infrared — E 
Dumbbel Is— S 

Duplicating ftiachine brushes — S 
Dup I i eating machine Ink — S 
Duplicating machine paper— S 
Dupllcatinq machine parts— S 
Duplicating machine rolls — S 
Duplicating nachlnes— E 
Dustcloths— S 
Dusters— S 



Dustpans— S 
Dyes— S 

Earthenware — S 
Easels, large — E 
Easels, small— S 

Edge tools, except cutting dies— S 
Edgers, lawn — E 
Educational tests— S 
Egqbeaters, electric — E 
Eggbeaters, hand — S 
Elastic — S 

Electric batteries— S 

Electric cl Ippers, sheep, horse— E 

Electric cords— S 

Electric dishwashers— E 

Electric floor scrubbers— E 

Electric fuses— S 

Electric hot plates— E 

Electric irons— E 

Electric lamp bases — S 

Electric I Ight bulbs— S 

Electric mlxers--E 

Electric sanding machines — E 

Electric switches— S 

Electric toasters — E 

Electric tube testers— E 

Electric vacuum cleaners — E 

Electric waxing machlnGS--E 

Electric welding apparatus — E 

Electric wires— S 

Electrical boxes — 5 

Electrical systems— B 

Electrodes — S 

Electrolysis apparatus — E 

Electromagnets, laboratory — S 

Electronic components — S 

Electronic deviation meters — E 

Electronic frequentcy meters — E 

Electronic power supply and 

voltage regulators — E 
Electronic recording devices, 

graphical and visual— E 
Electronic tubes— S 
Electronic volt-ohmmeters— E 
Elen«nts, battery — S 
Embossers- -E 
Embossing fluid — 5 
Embossing pans — S 
Emery tjoards — S 
Emery cloth — S 
Emery powder — 3 

2t^3 
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Emery wheel dressers-- S 
Emery wheels— 5 
Enamel— S 
Enemeted ware— S 
Encyclopedia, set— E 
End tables — E 

Engineers scales, measure— S 
Engine flushing machines— E 
Engines, for use in classrooms— E 
Engines, integral parts of 

larger units— S 
Enlargers — E 
Envelope sealers— E 
Envelopes— S 
Epsom salts — S 
Eradicator, Ink— S 
Erasers, els^fric— E 
Erasers, hand— S 
Exhibit cases— E 
Exposure meters, camera — E 
Exten someters— E 
Extinguishers, fire— E 
Extractors— E 
Extracts— S 
Eye charts— S 
Eyelets— S 
Fabrics— S 

Face and eye shields— S 

Feces, archery— S 

Falling weight rammers— E 

Fans, electric, portable— E 

Fasteners— S 

Fasteners, apparel — S 

Faucets, combination or single— E 

Feldspar— S 

Felt— S 

Fences — I 

Fencing foi Is— S 

Ferrules— S 

FertI I izers— S 

Fiber rod— S 

Fiber sheets — 5 

Fiber tubes— S 

FIberboard— S 

Figures, geon^trical, models. 

In sets— E 
File boxes— S 
File cards— S 
Fi le folders— S 

Files, wood and metal woridng— S 
FI I Ing cabinets — E 
Filing machines— E 



I ings— S 

I lers, battery — S 
Hers, inl<— S 
Hers, paint — S 
Hers, wood— S 
Im, unprocessed— S 
Im, processed — E 
Im ceirent— S 
Iter paper — S 
Iters, smal I — S 
ngers, rubber— S 
Imstrips— S 
rearms— E 
re axes— S 

re extinguisher refills — S 

re »<t I ngu I shers— E 

re hooits— S 

re safety systare— B 

re sliovels— S 

re tongs— S 

replace fixtures— E 

ttlngs, lubrication — S 

rst aid Itits— S 

agpole bases— I 

agpoles— I 

ags, large — E 

ags, snail — S 

ashi ights— S 

asks — S 

atirons, electric — E 
avorings— S 
ax seed— S 

exible cord sets— S 
exible metal hose— S 
lexible metal tubing— S 
I oats, hydrometer— S 
I oats, plumbing— S 
loodl ights, portable— E 
loor covering^ wa 1 1 -to-wall - 
oor oi I — S 

ioor scrubbers, electric — E 
loor waxes— S 
lour— S 

lower bulbs— S 

lowerpots— S 

lowers— S 

lue cleaners— S 

luorescent lamps— S 

luorescent starters— S 

tuoroscopes — E 

I ushers, drainpipe — S 

lush valves — S 



Flux— S 
Fly sprays-- S 
Fof ders— S 
Folding chairs— £ 
Folding tables— E 
Food— S 

Football dunwfes, tackling — S 
Footba i I shoes— S 
Footba II un i f orms— S 
Footballs— S 
Forceps— S 
Forges— E 

For ks , s II verware— S 

Forks, spading — S 

Forks, tuning— S 

Formaldehyde — S 

Forms, dress— E 

Forms, geon»trlcal, model. 

In sets— E 
Forms, printed— S 
Foundry machinery— E 
Frames, blueprint— E 
Frames, door— S 
Frames, mirror— S 
Frames, ophthalmic— S 
Frames, picture— S 
Frames, saw— S 
Frames, window— S 
Freezers— E 

Freezers, Ice cream — E 
Frequency meters — E 
Friction tape — S 
Fru I ts — S 
Fuels— S 
Fumlgants — S 
Fuffl I gators— S 
Fungicides— S 
Funnels — S 
Furnaces— E 

Furnaces, heat treat Inq—E 

Furnaces, laboratory — E 

Furnaces, remelting, type metal— E 

Furniture— E 

Furniture polish— S 

Fuses — S 

Gages, tire— S 

Ga i vamMneters— E 

Galvanoscopes— E 

Games- -S 

Garbage cans— S 

Garden hose — S 

Garden tools — S 



Garments — S 
Garnet paper — S 
Gas compressors — E 
Gas cyl Inders— E 
Gas mantels— S 

Gas meters, laboratory type — E 

Gar plates — E 

G» stoves— E 

G^' s— S 

GasK♦»^s — S 

Gasol ine— S 

Gasoline dispensing pumps, electric— E 
Gasoline dispensing pumps, 

hand operated — S 
Gates — I 

Gauges, alignment, cambers, toe-in— E 
Gauges, tire — S 
Gauze— S 

Gear cutting machines — E 
Gears — S 
Gelatin— S 

Gelatin dupl Icators— E 

Gelatin pads— S 

Generators, Integral parts of 

larger units — S 
Generators, not Integral parts of 

larger units — E 
Geographic globes, large stand type— E 
Geographic globes, small desk type — S 
Glass— S 
Glass, watch— S 
Glass cutters — S 
Glass wool — S 
Glasses, drinking — S 
Glasses, magnifying— S 
Glasses, ophthalmic— S 
Glassware— S 
Glaze — S 
61 ides— S 

Globes, electric light — S 

Globes, geographic, large stand type— E 

Globes, geographic, small desk type— S 

Gloves, rubber— S 

Glue— S 

Glycerin— S 

Goalposts— I 

Goggles — S 

Grad I ng — I 

Graduated measures— S 
Graph paper — S 
Graphite— S 
Grass seed— S 
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Grass shears, hand operated— -S 
Grass shears, power operated"E 
Grates, stove— S 
Grave I —5 
Grease— S 

Grease guns, atr, gun oniy>-S 

Grease guns, hand — S 

Grinders, coffee— E 

Grinders, hand operated— S 

Grinders, power operated — E 

Grinding compounds-— S 

Grinding wheels— S 

Groceries — S 

Growlers, arnwture— E 

Guards, arm— S 

Guards, lamp — S 

Guards, shin-- S 

Gunvned cloth— S 

Gummed figures — S 

Gunvned labels— S 

Gimmed seals— S 

Gummed tape — S 

Guns, starting — E 

Gym shoes— 

Gypsum— S 

Gyroscopes— E 

Hacksaws — S 

Hairclippers, electric— E 
Heir clippers, hand— S 
Hair dryers— •£ 
Hairpins — 5 
Hall trees— E 

Hammers, autobody, pneumatic— E 

Hammers, bal I peen— S 

Hammers, electric, hand— E 

Hammers, light forged— S 

Hammers, power— E 

Hammers, sledge— S 

Hanpers— S 

Hand bags— S 

Hand saws— S 

Hand stamps— S 

Hand tools. In sets— E 

Hand toots, not in sets— S 

Hand tools, power driven, 

pneumatic and electric— E 
Hand trucks— E 
Handbal Is — S 
Handbooks— S 
Handles— S 

Handscrews, wood and Iron — S 



Hangers, clothing — S 
Hangers, hardware — S 
Hardware— S 
Harnesses — E 
Harrows— E 
Hat blocks— S 
Hatchets— S 
Headlights— S 
Heaters— E 

hteaters, portable — E 
Heating pads— •$ 
Heating systems— SS 
H«:toqraphs— E 
Hemp fibre — 
Hinges— S 
htoes, garden— S 
Hoists— E 

Hoists, electric or pneumatic— E 
Holders, blotter— S 
Holders, change — S 
Holders, copy — S 
Holders, dictionary — E 
Hooks— S 

Horizontal bars, portable— E 
Horns, motor vehicle — S 
Horses— E 

Horses, gym equlpnwnt— E 

Horseshoes — S 

Hose, apparel— S 

Hose, flexible metal— S 

Hose, garden — S 

Hose clamps--S 

Hose nozzles— S 

Hot plates — E 

Hot water bottles — S 

Hurdles— -E 

Hydraulic JacKs, garage type— E 

Hydronwter floats— S 

Hydrometers— S 

Hygrometers — S 

Hypodermic needles — S 

Hypodennlc syringes— S 

Ice— S 

Ice bags— S 

Ice cream cabinets. Ice or electric— E 
Ice cream freezers- -E 
Ignition col Is— S 
Implements, farm— E 
incandescent lamps, bulbs — S 
incinerators, fixed— I 
Incinerotors, portable— E 
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Index cards— •$ 
Index labels~S 
Index tabs— S 
Indian clubs — S 
Inductance standards^-E 
Ink— S 

InK drIer—S 

Ink eradlcator— S 

Ink pads— S 

Inner tubes, auto— S 

Insect nets — S 

Insect screening— S 

Insecticides— S 

Insignia— S 

Instruments, band and musical— E 

Instruments, dental^ small — S 

Instruments, drafting— S 

Instruments, drawing— S 

Instruments, medical, small— S 

Instruments, musical— E 

Instruments, recording, electrical— E 

Instruments, surgical, siwll— S 

Instruments, surveying— E 

Instruments, testing— E 

Insulators— S 

I nte 1 1 f gence tests— 

Intercommunication systwis— B 

I nterf erometers-- E 

Interval timers— S 

Iodine— S 

Iodoform— S 

I ron fill ngs— S 

Iron gauze — S 

Ironers — E 

Iron, sheet— S 

Iron wedges-*«-S 

Ironing board s-*-S 

Irons, electric— E 

Jackets, book*-- S 

Jacks, garage type, hydraulic— E 

Jacks, mechanical— S 

Jars— S 

Jointers— E 

Joints, plumbing— S 

Juice extractors, electric — E 

Jump standards— E 

Kerosene— S 

Kettles— S 

Key racks — E 

Key rings— S 

Keys — 5 



Keyboards, piano, paper— S 
Keyhold saws*-S 
Kilns— E 

Kitchen tables— E 
Kitchen utensils— S 
Kits, first aid"S 
Knee pads— S 
Knives— S 
Labels — S 

Laboratory balances^ beatt— •£ 

Laboratory fittings, plumbing — S 

Laboratory furniture — E 

Laboratory glassware— S 

Laboratory models— E 

Laboratory mounts— S 

Laboratory tools, small hand — S 

Lacf ng-*^S 

Lacquers — S 

Lactose — S 

Ladders, large— E 

Ladders, smal I— S 

Ladles— S 

Lagscrews — S 

Lamp bases— S 

Lamp bulbs — S 

Lamps — E 

Lamps, desk--S 

Lamps, drafting table — S 

Lamps, electric floor — E 

Landscaping — I 

Lanter slide cabinets — E 

Lantern si Ides — S 

Lanterns— S 

Lathes--E 

Lathes, brake drum^ — E 
Lathes, turret, or automatic 

screw machlnes-*E 
Lathes, wood turning— E 
Laths— S 
Lawn mowers--E 
Lawn rol lers— E 
Lawn sprinklers. 
Lawn sprinklers. 
Lawn sprinkling systems — I 
Lawns— I 
Lead— S 

Lead penci Is — S 
Lead, red— S 

Lead, slug and rule casting 

m^chines^ elrod*-E 
Leather — S 
r^ks^ther briefcases — S 



movable--S 
travel f nq — E 
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Leatherworklng tools, hand—S 

Lecterns— E 

Ledgers — S 

Lenses — S 

Letter basKetS"S 

Letter flles—S 

Letter openers— S 

Letter scales— S 

Letterheads— 

Lettering pens— S 

Let terp resses— E 

Levels, precision machinist's— S 

L^^vels, small or carpenter's— S 

L<wf*js, Surveying— E 

Llorary books— E 

Lforary furniture — E 

wUrary trucks— E 

Lifts, vehicle— E 

ulght bulbs — S 

Light globes— S 

Light systems— B 

Lighting units, blueprinting— £ 

Lime— S 

Line markers, large push type— E 
Line markers, small— S 
Llnens~S 

Liners, staff, music — S 
Liners, type— S 
Lining, brake— S 
Lining, cloth— S 
Linoleum— S 
Linotype metals — S 
Linotypes— E 
Linseed ol I— S 
Liquid bronzing — S 
Liquid polishes— S 
Liquid soaps— S 
Litmus paper — S 
Livestock — E 
Loam-- S 

Locker, bullt-ln — BF 
Lockers, movable— E 
Locknuts~S 

Locks, small, not built-in — S 
Looms-- £ 

Looseleaf binders— S 
Loosoleaf notebooks — S 
Lubricants— S 
Lubricating ol I— S 
Lubrication fittings — S 
Lug^, soldering — S 
L umbel — S 



Machine tools— E 
Machinery, canning— E 
Machinery, cement-maklnq— E 
Machines, adding— E 
Machines, address I ng~E 
Machines, bl I ling— E 
Machines, bookkeeping — E 
Machines, brake lining— E 
Machines, calculating— E 
Machines, check handling — E 
Machines, cx)In handling — £ 
Machines, coin operated— E 
Machines, dating, power— E 
Machines, dating, small hand — S 
Machines, dictating— E 
Machines, dishwashi ng— •£ 
Machines, drafting — E 
Mach I nes , dry c I ean I ng— E 
Machines, dupl Icatl ng— •£ 
Machines, large — E 
Mach I nes , I aundry — E 
Machines, mlme^ograph-'-E 
Machines, mixing— E 
Machines, nimtberlng, power — E 
Machines, nimiberlng, small hand — S 
Machines, polishing— E 
Madilnes, press I ng^ — E 
Machines, sanding— E 
Machines, scrubbing— £ 
Machines, sewing— E 
Machines, small, hand— S 
Machines, stamping, power— -E 
Machines, stuping, small hand— S 
Machines, tabulating— E 
Machines, washing— E 
Machines, waxing — E 
Magazine covers — S 
Magazine racks, large stand— E 
Magnets, laboratory-- S 
Magnifying glasses— S 
Mai I boxes~S 
Mai lets~S 
Manicuring tools— S 
Manila f l les— S 
Man I la foldors— S 
Man I la rope — S 
Map tracks— S 
Maps, larqft — E 
Markers, I Ine, 
Markers, i Ine, 
Matches— S 
Matrix, type — S 



large push-type — E 
sire 1 1— S 
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Mats, door and bath— S 
Wafi, gymnasium, tumbling, 

wrestling— S 
Mattocks — S 
Mattresses— S 
Mauls — S 
Meal— S 
Meats— S 

h^chanlcai drawing I nstruments— S 
Mechanical pencils— S 
Medals— S 

Medical Instruments, small— S 

Medicine .bal Is— S 

Meaiclne cases— E 

Medici nes--S 

Megaphones— S 

Memo booKs— S 

Mending materials— S 

Mesh, steel wire— S 

Metabolism apparatus— E 

Metal polishes — S 

Metal working machinery— E 

Metal working tools, small 

hand operated— S 
Metals, die casting— S 
Metals, laboratory— S 
Meta Is, 11 notype— S 
Meter sticks— S 

Meters, watt, laboratory type — E 
Microfilm readers and viewers 

for office use— E 
Micrometers, In sets— E 
Micrometers, not In sets— S 
Ml croprojectors— E 
Microscopes— E 
Ml Ik cans— S 
Ml Iking machines— E 
Mil 1 1 ammeters — E 
Milling machines, bench 

or floor— E 
Ml Illvoltmeters— E 
Mimeograph machines— E 
Mimeograph paper— S 
Mineral wool— S 
Minerals, laboratory— S 
Minute books — S 
Mirror frames— S 
Mirrors, l^rge wall— E 
Mirrors, small— S 
Mitre boxes — E 
Mixers, electric — E 



Model Ing clay— S 

Modeling tools— -S 

Models, dress— E 

Models, shop and 1 aborato ry*£ 

Molding, metal— S 

Mop palls— S 

Mop trucks— E 

M<^ wringers— S 

Mops— S 

Mortar— S 

Mortlsers— E 

Moss— S 

Motion picture cameras — E 
lotion picture films— E 
Motion picture projectors— E 
Motor analyzers— E 
Motor generator sets— E 
Motor vehicle parts— S 
Motor vehicles— E 
Motorcycles— E 

Motors, Integral parts of larger units— S 
Motors, not Integral parts of 

lar^r units— E 
Mounting boards — S 
Mousetraps— S 
Mowers , I awn— E 
Mucl lage— S 
Multimedia sets— S 
Music stands — E 
Music, sheet— S 
Musical Instruments— E 
Muslin— S 
Mustard—S 
Nail polishes — S 
Nalls--S 
Napkins — S 

Napkins, sanitary— S 
Neatsfoot ol I— S 
Needles— S 

Needles, hypodefmlc— S 

Negative racks— S 

l>legatlve tanks— S 

Nets, cloth— S 

Nets, steel— E 

Newspapers— S 

Nibbling machines — E 

Nickel polishes— S 

ftolse and field strength meters — E 

Notebook covers — S 

Notebooks — S 

No-febooks, stenographers — S 
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Nczzies, hose— S 

\ufrt)erlrif^ machines^ power-*-E 

Nunt>f?rlnc? machines, small hand— S 

Nuts— S 

JaKum— 

Oars—S 

Office coHtposing machines, 

Varl typtis— t 
Office furniture— -E 
Ohmneters — E 
Ji I— S 
yji i cans— S 
</. i .loth— S 
T^ents-- S 

ie<>n«rf3ar{ne— S 

,;ftf ^ers , letter— S 
Ot)fithalmlc frames — S 
Opt lea I discs— E 
Jnjani,— •£ 
osci I lators—E 
t^ci f loqraphs— E 
Osci I loscope— E 
Outlets, electrical— S 
Out 1 1 ne maps--S 
Output meters— E 

uvenware dl<^hes— -S 
Oxygen— S 
Packing — S 
Paddh* 
? ad locks— S 
r'ads, chair— S 
Pads, desk— S 
Pads, ink — S 

stan^ — S 
Pads , typewr I ter— S 
^Mds, writing— S 
Pal Is— 

Paint (Jrier-'-S 

P/ilnt remover"S 

Priint spraying outfits-- E 

Pal r*tb rushes— S 

Pdi nts— S 

Prijott«5»— 5 

!%imphl<jts — S 

i\in^^, larqe — t 

{^Jns, small— S- 

Pcjn tf;qrdphs — 

Papor — U 
f*aper cllps—S 
'*aper cupi.— 



Paper cutters— E 

Paper fasteners— S 

Paper napkins-- S 

Paf»r punches -"S 

Paper tonrels— S 

Paraffin— S 

Parts, automotlve~S 

Parts, radio, resistors, tubes, 

transformers— S 
Parts, repair— S 
Paste— S 
Paste brushes— S 
Pasteboard— S 
Pasteboard boxes— S 
Pastries— S 
Pastry cutters— S 
Patching compounds— S 
Patterns— S 
Paving— I 
f^at moss— 5 
Peelers, elec^^rlcal— E 
Peelers, hand— S 
Pen points— S 
Pencf I sharpeners— S 
Penci Is— S 

Pencils, ffwchanlcal— S 
Penetr<Mneters, soli— E 
Penholders— S 
Penknl ves— S 
Pennants— S 
Penfi — S 

Percolators, coffee, electric-- 
F^r for ato rs , I ar ge-^E 
Perforators, small— S 
Periodicals— 5 

Permanent wavlnrj machines— f. 
Pestles— 5 

Phonograph needles^ -S 
Phonograph record albums— r> 
Phonograph records— S 
Phonographs— f! 
Photocopying apparatus— E 
Photoelectrl r cells— S 
Photoenqravlng apparatus — I 
Photoqraphlr mounts— S 
Photonraph I c lenses— S 
Photographs— S 
Photometers— f 
Piano parts— S 
Pianos— r 
PIck'i— 5 
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Picture frames— S 
Picture wire— S 
Pictures, small— S 
Pictures, wall, large— t 
Pigments — S 
PI I lows— S 
Ping-pong sets— S 
Pinking shears— S 
Pins— S 
Pipes— S 

Pipe dies. In sets— E 
Pipe dies, not In sets— S 
Pipe fittings— S 
Pipe, steel— S 
Pipettes— S 
Piston rings— S 
Pistons— S 
Pitchers— S 
Pitch pipes — S 
Pitchforks— S 
Plane cutters— S 
Planers, power— E 
Planes, hand — S 

Planing machines, photoengravers— E 
Plaques, permanent— E 
Plarlmeters — E 
Plaster— S 

Plaster, adhesive— S 
Plastic wood— S 
Plate glass— S 
Plates— S 

Plates, addressing machine— S 

Plates, battery— S 

Plates, bench— E 

Plates, book— S 

Plates, hot— E 

Plates, lantern slide— S 

Plates, photographic — S 

Platforms— E 

Playground equipment, fixed— I 
Playground equipment, movable — 
Playground surfacing— I 
Pliers— S 
Plows, field— E 
Plows, snow— E 
Plugs, drain — S 
Plugs, spark — S 

Plumbing and heating valves— S 
Plumbing fixture fittings 
and trim— S 

PI umbs — S 



Plungers, drain— S 
Pockets, book— S 
Pointers— S 
Points, drill— S 
Polarlmeters— E 
Pol arl scopes— E 
Poles— S 

Poles, climbing— S 
Poles, vaulting, banboo— S 
Poles, vaulting, metal— E 
Polishes— S 

Portfolios, leather — S 
Postal meters— E 
Posters— S 
Posts— S 
Posts, fixed— I 
Pot cleaners— S 

Potato peelers, large, machine— E 
Pots , I arge— E 
Pots, small— S 
Pottery— S 
Powders— S 

Fbwer sprayers and dusters— E 

Preservat I ves— S 

Presses, arbor — E 

Presses, book, bookbinders— E 

Presses, cylinder, flat bed, printing — E 

Presses, engraving— E 

Presses, lettei — E 

Presses, lithographic or offset 

printing — E 
Presses, n^chanlcal— E 
Presses, power— E 
Presses, punch, foot power— E 
Pressure cookers — E 
Printed materials— S 
Printing cases — E 
Printing frames— E 
Printing Ink— S 
Printing materials— S 
Printing presses— E 
Printing sets, rubber— S 
Printing type— 5 
Prisms— S 
Projectors — E 
Protectors, check — Z 
Protractors — 5 
Pruners, hand — 5 
Pruners, powei — E 
Psych rometers — S 

Public address systems, Installeci — f3 
Public address sys terns, portable — I 
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Put leys— 'S 
Pufnice— S 
Pumps, large— E 
Pumps, smal I— S 
Punches— S 

Punches, electrical— E 
Push buttons— S 
Pushcarts— E 
Putty— S 
Pyrometers— E 
Quivers, arrow— S 
fiacKets, badminton— S 
Rackets, tennis— S 
Kacks, bicycie, fixed— I 
Racks, bicycle, portable— E 
Racks, large stand— E 
Hadio receiving sets— E 
Radio transmitters— E 
Radio tubes— S 
Radios— E 
Raff la— S 
Rags— S 

Rakes, garden-- S 
Rakes, window— E 
Rams, hydraulic— E 
Ranges, cooking— E 
Rasps— S 
Rattan— S 
Reamers— 5 
Receptacles— S 
Record books— S 
Record forms— S 
Record players— E 
Recorders, sound— E 
Recording tape and wire— S 
Records, phonograph— S 
Reeds—S 
Reels, hose— S 

Reels, motion picture film— S 
Reference books— E 
Reflectors, parabolic— -S 
Refracting apparatus— E 
Ref rigerators— E 
Registers, cash— £ 
Registers, printed— S 
Regulatlnc valves— 5 
Regulators, voltage— S 
Relief maps— S 
Repair parts— S 
fteport forms— S 
Resistors — S 
Kesp I rators— S 

fietorts, glass laboratory— S 



Rheostat— E 

Ribbons, adding machine— S 

Ribbons, addressing machine— S 

Ribbons, cloth— S 

Ribbons, typewrltei — S 

RIngtoss g£Wie— S 

Rings, boxing— E 

Rings, carrom— S 

Rings, flying— E 

Rings, key— S 

Rivets— S 

Robes— S 

Rock, crushed— S 
Roller bearings— S 
Rollers, Ink— S 
Rollers, lawn— E 
Itoof'ng materials— S 
Rope— S 
Rosin— S 
Rottenstoie— S 
Rouge— S 
Routers — E 

Routers, plate, photoengraving— E 

Rowboats— E 

Ri^ber bands— S 

Rubber goods— S 

Rubbish cans— S 

Rugs, room size— E 

Rugs, scattei — S 

Rulers— S 

Rules, shrink and circumference— S 
Sacch ar I me ters — E 
Safes— E 

Safety belts, window-working— S 
Safety glass— S 
Safety pins— S 
Salts— S 
Sand— S 

Sanders, electric— E 
Sandpaper— S 
Sandwich boards— S 
Sanitary napkins— S 
Sanitary systwns— B 
Sash, combination screen and storm- 
Sash a>rds— S 
Sash, screen— S 
Sash storm— S 
Saucers— S 
Saw blades— S 
Say francs-- S 
Sawdust — S 
Sawhorses— E 
Saws, band— E 
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Saws, circular-- E 
Saws, hand— S 
Saws, power— E 
Saws, power hack— E 
Scales, beam balance— E 
Scales, draftsmens— S 
Scales, spring— S 
Scalpels— S 
Scissors— S 

Scoop showis, hand— S 
Scouring powders— S 
Scrapers, hand— S 
Screen doors— S 

Screens, projection, bullt-ln— B 
Screens, projection, movable**-E 
Screens, window— S 
Screw extractors— -S 
Screw eyes— S 
Screw hooks— S 
Screwdrivers— S 
Screws— S 

Scrubbing compounds— S 
Scrubbing machines— E 
Scythes— S 

Sealers, envelope, mechanical— E 
Seasonings— S 
Seats— E 

Sectional bookcases— E 
Sedatives— S 
Seed, grass— S 
Separators, battery— S 
Separators, milk— E 
Serums— S 
Serving trays— S 
Settees— E 

Sewer systems— I or B 
Sewing machines— E 
Shades, window— B 
Shakers, laboratory— E 
Shakers, power— E 
Shampoo— S 

Shapers, bench and floor— E 
Shapers and routers— E 
Sharpeners, electrical— E 
Sharpeners, pencil— S 
Shears, hand-operated— S 
Shears, power-operated— E 
Sheaves— S 
Sheet metal— S 
Sheet music— S 
Sheeting— S 
She I lac— S 



Shelves, ki In— S 

Shelving— B 

Shelving materials— S 

^Ingles— S 

Shock absorbers— S 

Shoes and boots— S 

Shop coats— S 

Shorthand writing machines— E 
Shovels, hand— S 
Shower fittings— S 
Shrubs— I 
Shrubs— S 

Shuffleboard sets— S 

Shuttlecocks-*-S 

Sidewalks— I 

Siding, sheet metal— S 

SI f ters— S 

Signs, large— E 

SlgnSy small — S 

Silk screen printing apparatus, 

cofr^lete units— S 
SI I ver pel Ishes— S 
Si lverware**-S 
Sink fittings— S 
Skeletons — E 
Ski nets— S 
Skis— S 
Slats— S 

Sledgehomiers — S 

Si leers, bread, mechanical — E 

Slide rules— S 

SI ides, iantern-*S 

Slides, microscope— S 

Slides, projector— S 

Snaps— S 

Sneakers — S 

Snips— S 

Snow shovels, hand— S 
Soap dispensers— S 
Soaps-^-S 
Soccer bal Is— S 
Soccer shoes— S 
Socket wrench sets-^-E 
Sockets, wrench— S 
Socks, pairs— S 
Soda, baking— r> 
Sodding— G 
Goftballs— G 

Softeners, water, chemical— b 
Sol f— S 

lOl I penotrome f"ers--L 
I>oi I test molds-'-t 
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:>old0rlnn coppers-^-^S 
Soldering materials— G 
Sof vents-- S 
Sound rec»rcJers— 
Sound systens— B 
Spades ~S 
Spading forks~S 
Spark plug cleaning machines — E 
Spark plugs-^-*S 
Spatulas— S 

Specimens^ I aPoratory— S 
Spectroscopes-- E 
Zi'r /gmomanometers— E 
^P4 Kes—S 
^pfri ts— S 

I rometers— E 
Spl Ints— S 
rinokes— S 
Spokeshaves— S 
Sponges— -S 
Spoons — S 
5potHghts~S 
Spray mixtures— S 
Sprayers^ hand— S 
Sprayers, power** £ 
Spreaders, 'nanure— E 
Spreaders, rlre-*-E 
Spreads, bed— S 
Springs— S 

Sp r I ngv^ , f urn I ture— S 
Sprinklers, lawn, movable— S 
Sprinklers, lawn, traveling— E 
Sprinkling systems, Iwirn— I 
Sprockets— S 
Squares — S 
Squeegees— S 
Stacks, book— E 
Stadia rods— E 
Stadlometers— E 
Staff liners, music— S 
Stain removers— S 
Stains— 5 
Stakes — S 
Stamp pads— S 

Stamping machines, power— E 
Stamping machines, small hand — 5 
Stamps , rubber— li 
Standards, jump— E 
Stands, calendar— S 
Stands, chart-*E 
Stands, dictionary — E 
Stands, engine repair— E 
Stands , umb re 1 1 a— E 



Staplers, fcK>t- nr power-operated- 
Staplers, smaM hand— S 
Staples— S 
Starch— b 

Starters, electric— S 
Stationery— S 
Statuary — t 

Ste^ vapor cleaners— E 
Steam packing— S 
Steel measuring tapes— S 
Steel , sheet— S 
Steel wool— S 

Stencil correction fluid— S 
Stand Is— S 

Stenographers notebroks— S 

Stereoscopes— E 

Sterl le gauze— S 

Sterl I Izers— E 

Sticks, composing— S 

St I cks , hockey— S 

Stl Its, sport— S 

Stitchers— E 

Stock rB<x>rds— S 

Stockings— S 

Stones, printers— E 

Stools— E 

Stop watches— S 

Stoppers— S 

Stops, bench— S 

Storage batteries— S 

Storm drain systems— I 

Stoves— E 

Stral ghtedges— S 

Strainers— S 

Straws, drinking— S 

Stretchers — S 

Strings— S 

Striking bag outfits— E 
Sty I uses— S 
Sunglass frames^ — S 
Sunglasses— S 
Supply cases—lJ 
Supporters, athletic — S 
Surface hardened blocks— S 
Surgical Instruments, small — S 
Surg I cat powders— S 
Swages— S 

Sweepc^rs, carpet, elnctrlc— K 
Sweepers, hand— S 
Switch boxes— S 
Switches, electric— S 
Synchronizers, camera — S 
^ /m Syringes— S 
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Syrup— S 

Table protectors— S 
Table tennis balls— 'S 
Table tennis rackets— -S 
Tablecloths — S 
Tableware— S 
Tables— E 

Tables, coniputing— -S 

Tablets, medicinal— -S 

Tablets, writing— S 

Tabs, Index — S 

Tabulating machines— E 

Tack hammers— S 

Tackling dummies, football— S 

Tacks— S 

Tags— S 

Talcun powder*- S 
Tanks, bulk storage — E 
Tape— S 

Tape measures— S 
Tapes, measuring— S 
Taps— S 

Tar roofing and siding— S 
Targets, archery — S 
Team uniforms— S 
Telephone syst«ns— SS 
Television cameras— E 
Television sets— E 
Television tubes— S 
Tennis t>al Is— S 
Tennis court nets, cord— S 
Tennis court nets, steel— E 
Tennis rackets — S 
Tents, wal l~E 
Tents, shelter— S 
Terminals, battery— S 
Test tube brushes— S 
Test tube racks— S 
Test tubes— S 
Tests, achievement — S 
Textbooks— S 
Theatrical costumes— S 
ThTOdolltes and tripods— E 
The rmographs — E 
Thermometers— S 
Thermostats— S 
Thimbles— S 
Thinners— S 
Threads— S 

Throat app i I cators— S 
Thumb tacks— S 
Tickets— S 



Tile, drain— S 

Time clocks, watchnwns — E 

Timers, lar^— E 

Timers, small— S 

Tin cans— S 

Tin cutters— S 

Tinware— S 

Tire chains— S 

Tires and tubes— S 

Tissues, cleansing— S 

Toasters, electric — E 

Toggle bolts— S 

To I let paper— S 

Tokens— S 

Tongs— S 

Tongue depressors— S 

Tool sets, hand— E 

Tools, hand, not In sets— S 

Tools, power— E 

Topsol I — I 

Tow bars— S 

Towels— S 

Toys, large— E 

Toys, smal I— S 

Tracing cloth— -S 

Tracing paper— S 

Tractors— E 

Trammels— S 

Tran^I ines— E 

Transformers, laboratory— S 

Transit, engineers — E 

Transmissions, Integral parts of 

larger units— 5 
Transmissions, not Integral parts 

of larger units — E 
Transmitters— E 
Trays— S 
Trees— I 
Trees, hall— E 
Triangles, drafting— S 
Trimmers, hedge, hand— S 
Trimmers, hedge, powei — E 
Tripods— E 
Trophies— S 
TrowiHs— S 
Truck chassis — E 
Trucks, hand— E 
Trucks, motor— t 
Tubes, Innei — S 
Tubes, radio — S 
Tubes, television — S 
Tubing materials— S 

£^■5 



ERIC 



20 



Tumbiers, glass— S 

Tuning forks—S 

Tunnels, nodeis, wind— E 

Tur^— I 

Turpentine— S 

Tweezers—S 

Twine— S 

Type cases— E 

Type casting machlnes-»£ 

Type cleaner — S 

Type liners— S 

Type, matrix— S 

Type, printing— S 

Typewriter brushes— S 

Typewriter covers— S 

Typewriter desks— E 

Typewriter ribbons — S 

Typewriters— E 

Ufflbrei la stands— E 

Unguents— S 

Un I fom» — S 

Upholstering materials— S 
Urns, coffee— E 
Urns, flwer— S 
Utensils— S 
Vacuum bottles — S 
Vacuum cleaners— E 
Vacuum tube voltmeters— £ 
Valve parts— S 
Valves, large, automatic— E 
Valves, small— S 
Vaporizers, electric— S 
Varnish driers— S 
Varnish removers— S 
Varnlshers— S 
Vases— S 

Vaulting poles— S 
Vegetables— S 
Vending machines— E 
Ventilating systems — 0 
Vessels, large— E 
Vessels, smal 1—5 
VIbrographs— E 
Video cameras— E 
Video recorders— E 
Video tapes— S 
Vines— S 
Vises, bench— E 
Vises, small hand— S 
Vision charts— S 
Voifeyball nets— S 
Volleybalfs— S 



Voltmeters— E 

Wagons— E 

Wall brushes— S 

Wat I board— S 

Wal Ipi^i — S 

Walls, retaining— I 

Washbasins— S 

Washcloths— S 

Washers and/or dryers— E 

Washers, rubber and leather— S 

Washers and dryers, photographic— E 

Washing madifnes-- E 

hashing po^'ders— S 

Wj^htubs'-'S 

Waste, machlnl sts — S 

Wastebaskets— S 

Watc^ crystals— S 

Watches, stop— 5 

Watchmens time clocks— E 

Water cc»ler-s— E 

Water, distilled— S 

Water glasses— S 

Water meters, laboratory type— E 

Water softeners— S 

Water systens— B 

Watercolor brushes— S 

Wattmeters, laboratory type — E 

Wavemeters and wa>^ ana|yzers**£ 

Wax crayons— S 

Waxes liquid— S 

Waxes, paste— S 

Waxes, sealing— S 

Waxing machines— E 

Weaving machines— E 

Weighing scales, beam^^E 

Weighing scales, small spring— S 

Weights— 5 

Welding apparatus— E 
Welding rods— S 

Wheel straightening apparatus— E 

Wfiee I barrows— E 

Whee I s , automob 1 1 e— S 

Wheels, emery— S 

Wheels, pottery— E 

Whetstones— 'S 

Wh iskb rooms —S 

Whistles— S 

Window glass — S 

Window screens— S 

Window shades— S 

Window-working safety beits~-S 

Wipers— S 
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wire— S 

Wood ft I lors— S 
Wood, plastic — S 
Wood preservatives— S 
Wood stains— S 
Wool— f 

Wool, glass—) 
Wool, steel— S 
Work benches— E 
Work tables — E 
Wrapping paper— S 
Wrenches, In sets— E 
Wrenches, not In sets— S 
Wringers, cloth— S 
Wringers, mop, large— E 
Wringers, mop, small— S 
Writers, check — E 
Writing paper— S 
X-ray ma<rf)lnes — E 
Yard benches— E 
Yard brooms— S 
Yardsticks— S 
Yarn— S 
Zinc— S 
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STORES SYSTEM PROCEDURES, COt>ITROLS, AND ACCOllNTtrJO 



A central stores sytem enables a Community Collene district to take advantaqft 
of the economies of quantity buylnq and to fill requisitions for standard sup-- 
plies prompt ly» However, no set rules can be established to determine when It 
would be to the best Interest of a district to adopt a storefi system* Availa- 
bility of material, facilities for storing and dellverinq merchandise, and tho 
size and number of plants in a district all must be taken Into consideration. 
Costs of receiving, storing, and dellverinq stock Items, as well as costs of 
stock control, should be Included In the 1t>tal cost of a stores system (as 
owpared to the cost of direct purchasing) In deciding on the deslrahillty of 
the stores system. 



OPTIONAL METHODS OF FINANCIMG, ACCOUNTING, AND CONTROLLING 
Either of two accounting methods may be used: 
Stores Account Method 

The establishment and maintenance of a stores syst^ by the use of a Stores 
account carried within the General Fund is a long-established practice. Stores 
accounts may also be maintained within other funds. 

Revolving Fund Method 

Education Code sections 21351-21355 authorize and prescribe procedures for the 
establishment of a revolving warehouse stock fund for Community College districts* 
Permission Is also given for two or more districts to establish a common revolv- 
ing fund for this purpose. The amount of the revolving fund shall not exceed 
an amount from the General Fund of the district or districts equal to the average 
dally attendance of the district or districts for thfi next precedlna year mult I- ^ 
piled by fifteen dollars ($15.00) plus such amounts as the governing board or 
governing boards may appropriate from other funds of the district or districts, as 
outlined In Education Code sections 21 35 1 --2 1 355. 



TYPES OF SUPPLIES IN A STORES SYSTEM 

Items purchased for a stores system should be those that ire used In sufficient 
quantity to justify the cost of es-^abl ishlnn them as stock Items. Initial pur- 
chase of a new item should be conservative as to quantify to test lt<; turnover, 
thereby establishing a basts for determining the quantity needed. Committees 
composed of users of the various items can be helpful In determining standard 
Items to be warehoused and In encouraging their use. The types of Items most 
frequently stocked are Included In the list that follows: 

Instructional supplies. Including paper, pencils, chalk, paste, art 
supplies, and the like 

Office supplies. Including typewriter rlbbonq, duplicating suppli^^*^, 
desk files, and the like 
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Custodial supplies 

^4alntenance supplies, includinn lumber, snail tools, elcctrlral supn lifts, 
paints, sandpaper, and the like 

f^TE: Many of these Items are frequently requisitioned for uso in the 
college shops. Sometimes It is necessary to carry more than one quoMty 
of supply for this purpose. 

Food and related supplies 

Printed forms 

Equipment (When it Is known that itoms such as typewriters, scrubbino 
machines, and the like will be needed in the near future. It is some- 
times economical to purchase this equipment In quantity. It is not 
recommended that equipment items such as these be maintained on a 
minimum-maximum basis as are items of supply.) 



ESSENTIALS OF A STORES SYSTEM 

The essential features to be provided In connection with the entab I Uhmont and 
operation of a stores system are presented In this section. 

Devices for Control of Purchaes 

Provision for numbering, cataloging, and standardizing stock items. Printed ^ 
catalogs that list ai I items by stock number, unit of Issue, description, and 
unit cost should be available to all who will requisition them from the ware- 
house. The catalog i.ltould preferably be loose-leaf to allow for replacinn panes 
In the event of subsl tutlons, additions, or deletions. 

Provision for the addition or deletion of stock items. A special form may be 
used to notify all departments concerned of the necessary information renardinn 
the action taken. 

Provision for minimizing losses because of obsolescence. Special comnlttens can 
be helpful In giving Information In advance on planned changes In curriculum 
which will affect the use of supplies already stocked. If it Is known that a 
change is planned, supplies to be discontinued can be allowed to run out without 
reordering when the stock drops to the minimum. 

Control of maximum and minimum stock balances . Care should be exerris^d in the 
setting of maximum and minimum quantities. Continual study of stoc-^ .ictlvltv and 
periodic readjustment of the llmit<i net are required h??cause of ^uch condition'; 
as growth, grade levels of usnrs, chanqes In curriculum, chanqos of porsonnol 
placing requisitions, storage capacity, and the like. Some I terns wM t deterio- 
rate when stored too long; this factor <ihould be con«;idered when pLjcinq orders. 
Very small, inexpensive items should be ordered In adequate supply for antici- 
pated need; more e>v pensive items should be ordered accord inq to conservative 
estimates of need. 
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Reords of Perpetual Inventory 



Individual cards or records that contain the followinq Information should be 
kept for each Item stocked: 

1. Identifying stock number 

2. Specification of unit of Issue 

3. Description of Item 

4. Unit price 

5. Posting references: date, document number, and the like 

6. Receipts in terms of stock units 

7. Issues In terms of stock units 

8. Balances on hand In terms of stock units 

fJOTE: The following additional Information on the stock records may be 
desirable: (1) minimum and maximum quantities to be stocked; (2) reference 
to vendors from whom stock Is purchased; (3) memoranda of orders placed; 
<4) memoranda of unfilled requisitions; <5) reference to warehouse location 
of Item If the Identifying stock number cannot be used for this purpose; and 
(6) provision for values of receipts, issues, and balances on hand. 

Verification by Physical Inventory 

Provisions should be made for at least an annual count of all Items stocked. 
This can be done on a cyclical basis with a portion of the total stock Inventoried 
each period. This count should be made by persons other than warehouse personnel. 
In the event warehouse personnel are used to take the count, the record should 
be spot-checked by persons other than those responsible for stock. A conwrion 
practice is for the firm performing the district &udlt to make the spot checks. 

Security Control and System of Internal Checks 

In planning the stores system, provisions should be made for adequate security 
of stock and a system of Internal checks. Buildings used for warehouse storaqe 
should be as fireproof as possible and should have adequate locks. Only speci- 
fied personnel should be allowed to Issue stock. Preferably, the stock records 
should be maintained In an office other than the warehouse (stock records are 
conwionly maintained In the accounting or purchasinq offices). At Inventory time 
or other periodic checkup time, any difference between the book record and 
actual quantity count should be Investigated and necessary adjustments made. 

Planned Procedures for Recolvlnt] and Issuing 

I. Items to be stocked should be purchsspd by means of an official district 
purchase order issued In compliance with the Education Code and the dK- 
trlct's policies coverlnq bidding and purch?i<;l nn. An "on order" notation 
may bo made on the Individual stock control records at this point. On 
receipt of merchandise, th« Items should be counted and In^ipected for con- 
dition and compliance with specification'-.. The sionod recolvlnn copy of 
the purchase order or other receiving document authorizes payment to the 
vendor and charge of the cosi of the (tKsrchandKe to the Stores account, 
rither the receiving document or the paynont warrant may be Jjsfd as the 
basis for entering receipt of stock by quantity nnd value on the stock 
control records affected by the purchase. 
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2* Stores should be issued only upon the authority of a propp'^lv c^onrovod, 



prenumbered requisition, which should nive the following Information; 




Source and date of requisition 

Delivery Instructions 

Account or accounts to be charged 

Provision for approvals as to budget, Items allowed, quantities, 

and the 1 1 ke 
Provision for posting reference 

For each Item: quantity ordered, unit, stock number, descr:ntion, 
unit price, total amount; and on each requisition, columnn for 
noting substitutions, back orders, and the like 

Provision for evidence of receipt and date of delivery* A multi- 
ple copy snap'-out form Is corrmronly used for warehouse Issues, 
with copies of each transaction goinq to the roqulsltloner, the 
warehouseman, and the recording office* Posting Is done from 
this document to the sta:k control records, 

NOTE: The term 'Requisition" as used here should be understood to include 
requisitions, billings, stores Invoices, or similar documents for uso by 
certain districts that find It desirable to use additional documents 
between the time of preparation of the requisition for the materials and 
the actual delivery of these materials to the college or department re- 
questing them. 

Lines of Authority and Responsibility of PBrsonnet 



Lines of authority and responsibility should follow a logical plan and be clear- 
cut and definite. 




f40TE: In planning the establishment of a stor«s system, consideration should be 
given to the location of the warehouse or warehouses and to the transmittal of 
documents between the warehouse and the accounting office. The space requirements, 
physical requirements for proper storage, and arrang^nent of stock Items should 
be determined In advance* Stored Items should be arranged when possible In an 
order corresponding to their order on standard supply lists. 



ACCOUNTING FOR A STORES SYSTEfl 

Accounting for a stores system may be done by employinn (I) the stores account 
method; or (2) the revolving fund method. 

Stores Account Method 

The stores account n^thod provides for thf? estah 1 1 shm^nt of a ^>tornn jccount 
within the General Fund, stores accounts may alr»o be establl'-.hftd within othpr 
funds of the district. Payments for the purchase of stores are not clasrJflod ?>s 
expenditures; these payments constltutp an Increase of thn 8ss*=>t account. Stores, 
equal to the reduction In another asset account, Cash In County Treasury. The 
Issuance of stores should be recorded as a reduction of the asset accciint, Storo'^, 
and as a charge to the approprlatir? expenditure account for which thr -^.torc-, wf>ro 
Issued, Such accounting may bo continuous, or sur^arle'-, of store-, iG-^unnce ^ 
may be made periodically, preforabi Vj^iWeast monthly, and the totai crodltori V 
to the Stores asset account. Charn(*«f«-'f^tho various expand I turp account'-, for which 
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the stores were Issued would be nade at this time In sunmiary. To the extent 
t^at the county superintendent of schools maintains a>rrespondlng records, 
summaries of the Issuance of stores should be reported to the county super- 
intendent of schools periodically. The r^nalnder of the Stores account should 
represent the Inventory value of merchandise In the warehouse. 

When goods are purchased for stores without the use of a revolving fund, budget 
control of expenditures occurs at the time of Issuance of such merchandise and 
not at the time of purchase. Uncontrolled purchasing may result In an unneces- 
sary and ex^sslve Investment In stores and a serious depletion of cash needed 
for other budget purposes. The establishment of the Stores account should follow, 
not precede, the budgetary authorization, which Is made by entry of the Intended 
»nount In the budget under Ending Balance. Once established, the actual balance 
of the Stores acoHint sht^td appear In the budget under Beginning Balance; and 
the same amount, or a deliberately chosen larger or smaller amount, should be 
entered under Ending Balance. Procedures for the control of purchases should be 
established so that, considering existing Inveni^ry and carefully prepared 
estimated distributions, an ending Inventory will not exceed the Investment In 
stores as Indicated In the budget. 

Revolving Fund Method 

A revolving fund Is a separate fund established In accordance with Education 
Code section 2I35I-2I355. Payments for purchases of stores are made by warrants 
drawn on the Revolving Fund for Warehouse Stc^k. The district buys merchandise 
from the fund and makes payments by warrants drawn payable to the Revolving 
Fund for Warehouse Stock. The c»unty treasury Is the depository for cash. This 
revolving fund plan provides a semiautomatic control of the amount Invested in 
stores. 

Accounts for the Revolving Fund for Warehouse Stock Include Cash In County 
Treasury, Accounts Receivable, Stores, Current Liabilities, and Reserve for 
Working Capital. These accounts are se I f-ba lancing because the Initial value 
of the fund remains constant unless changed by board action. The balances In 
the accounts always reflect a fixed amount, whether It be In stock or cash or 
a conblnation of both. Including receivables and liabilities. The same fixed 
amount shall be recorded at year'^end on official budget forms and reports under 
the Stores account as a part of Beginning Balance and Ending Balance. 



TYPICAL COSTS OF RECEIVING, WAREHOUSING, AND DISTRIBUTION IN CONNECTION WITH 
A CENTRAL STORES SYSTEM 

Costs of receiving, warehousing, and distributing stores Itwns, In addition to 
the cost of merchandise, should be charged to the Stores account. These over- 
head expenses should ultimately be charged to the several expenditure accounts 
to which merchandise costs are charged In proportion to the costs of the 
merchandlsd. The procedure used Is not Important If the results are equitable. 
Use of one or more subsidiary expense accounts is common practice. 



One method Is to add an estimated overhead charge to merchandise unit prices* 
adjusting It as needed from time to time. This method provides a total unit 
charge for each Item and avoids the possibility of delayed overhead charges to 
appropriations that have become exhausted. 

Another method Is to distribute estimated overhead charges to expenditure accounts 
on an encumbrance basis at the beginning of a fiscal year. Such charges are to 
be determined on the basis of anticipated stores Issues to the several expenditure 
accounts. At the close of the year, or periodically, the encumbrances may be 
liquidated and the actual overhead expense charged. 

Whatever method Is used, overhead charges should be cleared at the end of each 
fiscal year so that the Stores account will represent only the value of the 
Inventory of metherlal on hand. 

Charges and credits to the Stores account and subaccounts should Include the 
costs of receiving, storing, and delivering In addition to the direct merchandise 
costs (cost of Item, sales tax, postage, freight, cartage, and other delivery 
charges to the warehouse), as foHows: 

1. Salaries of personnel ( storel^eeper and others) directly related to the 
warehouse ^, , 

2. Supplies used In connection with receiving and warehouse recordkeeping. 

3. Rent of space, facilities, and equipment 

4. Utilities 

5. Direct expense of trucking 
a. Gas and ol i 
b« Grease 

c. Repairs 

d. Tires and tubes 

e. Accessories 

f. Other expenses 

NOTE: When trucks are used for several purposes other than the delivery of 
stores, such costs may be distributed by Job cost accounting or by any other 
equitable method. 

6. Adjustments to Stores account 

Periodically, or at the end of the fiscal year, It may be necessary to 
adjust the Stores account, after proper administrative review and 
approval, for reasons and In the manner described below. 

a. Discrepancies between the quantity of Items as shown on the 
Individual stock records and the actual physical count of 
merchandise In the warehouse may result from errors in stock 
Issues or In the maintenance of perpetual Inventory records. 
Such discrepancies must be adjusted on the Individual stock 
records and will result In a debit (Increase) or credit (decrease) 
to the value of the Stores account. 

b. Differences also may occur between the balance of the Stores account 
and the value of merchandise on hand, as shown on the Individual 
stores records, resulting from the method of unit pricinq em- 
ployed. Adjustments for this reason will result In a debit 
(Increase) or credit (decrease) to the value of the Stores 
account. 

or- ,4 
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Periodically, stock must be removed from the warehouse because 
of deterioration, obsolescence, and the tike. Either the 
regular warehouse requisition or a special form may be used. 
This form should be approved by someone with authority to 
authorize the disposition of such merchandise. Value of the 
stock removed should be charged to a subaccount under Stores, 
to be Included In other costs of overhead for future distribution 
to expenditure accounts. Individual stock records should be 
adjusted to reflect these Issues. 
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ACCODMTniG TERHZKOXX)GY 



APPENDIX F 
Accounting Terminology 

A batement . The return of part or all of an Item of Income or expenditure to 
Tts source during the current fiscal year. 

Accounting period . A period of time for which records are maintained and at 
the end of which financial statements are prepared covering the period. 

Account numt?ers or letters . Nun*ers and/or letters assigned to the ordinary 
titles of accounts for classification of accounts and ease of reference. 

^^ccounts payable . Amounts due and owing to private persons, business f tms, 
governmental units, or others for goods and services purchased prior to the 
end of the fiscal yoar. Includes anounts billed but not paid. 

Accounts receivable . Amounts due and owinq frwn private persons, business 
firms, governmental units, or others for goods and services sold prior to the 
end of the fiscal year. Includes anounts billed but not received. 

Accrual basis . That nethod of accounting in which Incane is recorded when 
earned, even though not collected, and expenditures are recorded when the 
I labilities are Incurred but not yet paid. 

Activity . An act, service or group of services proper to an Institution and 
aimed at accompi Ishlno a certain end. 

Ad vn^^rem tax . A tax based on a percent of the value of goods or services. 

Al location . Division or distribution according to a predetermined plan. 

At lowance . A provision for valuing an asset at net, such as on allowance for 
bad debts. This valuation account" will net accounts receivable to reflect 
a>i I actable receivables. 

A I lowances . Sums granted as reimbursement for expenses or services; rondnred. 

Apportionment . Allocation of state or federal aid, district taxes, or other 
rnonles among community college districts or other governnontal units. 

Apportionment notice . A document notifying community college districts when 
monies have boon deposited with the county treasurer. 

Appraisal . An ostlnoto of property value made by tho use of systematic pro- 
cedures based upon physical Inspection and Inventory, engineer Inn studios, and 
other economic factors. 

Appropriation . An allocation of budgetary funds made by the govtjrnlr.rj bowrd 
'for r.poclflc purpos'i'-. and United as to tho timo when It may bo oxpcrdnd. 
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Appropriation for contingencies (fomerly temftd undistributed roservo). That 
portion of the current fiscal year's budqet that Is not appropriated for any 
specific purpose but Is hold subject to !ntrabi:dfjet transfer; I.e., transfnr 
to other specific appropriations as needed dvrinn the fiscal year. 

Appropriation ledger . A record contain Inc^ an account with each I ten a!l<xated 
or budgeted. Such accounts usually shc^ the dw>unt orlqlnally appropriated, 
transfers to or from the appropriation, wrounts charged against the aopro- 
prlatlon^ the encumbrances, the unencumbered balance, and other related Infor- 
mation. 

Assessed va I uat t on . Value placed upon personal and real property by a gov- 
ernriuntal unit for taxation purposes. 

Assets . Anything owned that has value- tangible or Intangible. (See also 
current assets and fixed assets.) 

Audit . An examination of documents, records, and accounts for the purpose of 
{'l ) determln Ing the propriety of transactions; (2) ascertaining whether all 
transactions are recorded properly; and (3) determining whether statements 
drawn frwi accounts reflect an accurate picture of financial operations and 
financial status. 

Aval lable cash . Cash on hand or on deposit In a given fund that Is unencumbered 
and can be utilized for meeting current obligations. 

Aval tabic surplus . That portion of the excess of assets over liabilities not 
obligated for current appropriations or for restricted purposes. (See also 
unappff-f riated fund balance.) 

Avoraqe dal ly attendance {a.d.a.) . Avera{?Q Dally Attendance Is the unit which 
is used as the basis for computation of state support for California Community 
(Alleges. One requirement of state law Is that the regular day college must 
be maintained not less than three hours per day per five-day school week for 
i5 weeks (175 days times 3 hours per day equals 525 hours). 

For graded classes, the contact hours of enrol Impnt as of Monday of the fourth 
week of a semester or quarter times a statewide factor with the product divided 
py 15 determines the average dally attendance for that period. The average 
daily attendance for the year is determined by adding the qi^tlents for each 
semester and dividing the sum by two, and adding the quotients for each quarter 
and dividing the sum by three. 

For ungraded classes^ a dally head count Is required^ and for apportionment 
purposes the si^ of the class hours of attendance for the year Is divided by 
525 to arrive at the number of units of average dally attendance to be credited 
to a Community CoMoge district. 

tiatance sheet . A statement that shows assets, liabilities, reserves, and fund 
balance or fund deficit of an entity at a specific date and Is propony classi- 
fied to exhibit the financial condition of the entity as of that specific date. 
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tion<j ^ A certificate contain inq & wr!tt«n pronfs*^ to pay a specified *.un of 
noney, cdlled the face value, at a fixed timo In the future^ called the date 
^/f ".aturity, and specifylnr. Intorost at a fixed ratn, usually payable per- 
iodical I y . 

LK;no discount . The excess of the face value of a bond over the price for 
which It Is acquired or sold, (The price does not Include accrued interest 
at the date of acquisition or sale.) 

ix vr.c: ^ i n t eros^t ^ and redenpt I on tun d ♦ A fund established to pay bond interest 
<3ro ^ IqViVatVlndebtedness when due and payable • 

B a->d prenlum . The excess of the price at which a bond Is acquired or sold 
o^K-r its face value. (The price does not Include accrued Interest at the 
^ate of acquisition or sale.) 

/^or.deu dobt . That portion of indebtedness represented by outstanding bonds. 

ponded debt service . Expenses Incurred for interest and red^ptlon of bonds. 

Donds authorized and unissued . Legally authorized bonds that have not boon 
soiu ana that may be sold without the necessity of holding another election. 

liudqet . A ptan of financial operation consisting of an estimate of proposed 
Incone and exp«^ndi turos for a given period and purpose. 

budget ^^^unent . The Instrument used by the budget^-makl ng authority to present 
a cofnpr#>hensi ve financial program of the governmental unit. It includes a bal- 
anced %itement of revenues and expenditures as well as other exhibits to report 
(1) ^« financial condition of the several funds of the governmental unit at the 
fj* the preceding comp^^ted fiscal period; (2) the estimated condition of the 
fanos at the end of the fiscal period In progress; and (3) the estimated condi- 
tion of fUks funds at the close of the ensuing fiscal period based on the finan- 
cial proposals contained In the budget document. 

budgetary /accounts . Accounts that reflect budget operations; I.e., estimated 
I ncome , app ropr I at I ons , and encumbrances distinct from the proprietary accounts. 

; judgotary controj . The management of business affairs In accordance with an 
approved plan of estimated Income and expenditures. 

b udgeting . Tne process of allocating the available resources of an organization 
"^ng potential activities to achieve the objectives of the organization; planninq 
for the use of resources. 

gui tding fund . A fund established to control the Income and expenditures 
related to the purchase and maintenance of buildings, sites, and equipment. 

Caf e t eria account . Receipts and disbursements of the cafeteria function that 
are processed through a bank. 

Cafeteria fund . Receipts and disbursements of the cafeteria function that are 
processed through the county treasurer. 
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Capital assets . See fixed assets. 

Capital outlay . Amounts paid for tho acquisition of fixed assets or additions 
to fixed aGsets, including land or existlnrj build inns, Inprovaments of qrounrtfi, 
construction of buildings, additions to buildinns, rftrrodelinq of buHdInns, or 
initial and additional equipment. 

Cash . Currency, checks, postal and express rnoney orders, and banker's drafts 
on hand or on deposit with an official or aqent doslqnated as custo<:Inn of 
cash; and bank deposits. Any restriction or Mnitations as to the availability 
of cash should be indicated. 

vash advance . Cash apportioned in advance of the usual apportionment period. 

Casn basis . Method of accounting In which ircone and expenditures ate lecorded 
only when casti is actually received or disbursed. 

Cash (X> I I act I ons awa ^ "I" | "9 depos 1 1 . Receipts on hand or monies In a bank clear! 
account await I nq deposit in the county treasury. 

Cash discount . An allowance made on a purchase If paid within a stated period, 
(the term Is not to be confused with trade discount.) 

Cash in faanK . balances In separate bank accounts such as student body accounts 
adult education incidentals, college farm accounts, and cafeteria accounts. 

Cash In county treasury . Cash balances on deposit in the county treasury for 
tfie various funds of the school districts. 

Chart of accounts . A list of accounts, systematically arranged, dpph'cobto to 
a specific concern. All account names and numbers, any, are listed In order 

Check. A bill of exchange drawn on a bank payable on demand; a written order 
on a bank to pay on demand a specific sum of money to a named person, to his 
order, or to bearer ou+ of money on deposit to the credit of the moi-er. A 
check differs from a warrant in that a warrant is not necessarily payable on 
demand and may not bo negotiable; It differs from a voucher In that a vouchor 
Is not an order to pay. A vocher-check combines the distinpulsh Inq marks of 
a voucher and a chock; it shows the propriety of a payment and Is an order to 
pay. 

Child development fund . A fund established to control the financial operations 
of children's centers. 

C-f -9S_S i f t ca t i on . The naming or Identification of an itpn or a catofjf.ry, r.uch an 
thi» designation of the particular account into which a receipt or expenditure i 
to be recorded, or the separation of data into acceptable grouplnn*; so that 
financial facts can be stated more accurately. 

Clearing accounts . Accounts used +o accumulate total rocolpts or expo.-.n tures 
for later distribution amonc the accounts to which such receipts or oxpondi tur*-- 
are properly allocable or for recordlnq the net differences under the jsroper 
account. (See also revolving cash fund, prepaid expenses, and petty cash.) 
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Code. (DA distinguishing reference number or symbol, (2) A stPtoment of 
The laws of a specific field; e.g.. Education Code, Penal Code, CUrl Codo, 
Labor Cooe. 

Coll ier Factor t A ratio developed for each county by the State Board of 
Equal izatlon "for the puroose of adjusting to the statewide average the 
assessed value of the local property rolls In relation to the market value 
thereof . 

>:onttngent liabilities . Items that may become liabilities as a result of 
conditions undertermi ned at a given date; e.g., guarantees, pending lawsuits, 
judgments and appeals, and unsettled disputed claims. 

C ontracted services . Lxpense of services rendered under contract by per- 
:sjnnel who are not on the payroll of the school system. Including all related 
expenses covered by the contract. 

^ontroi t Ing account . A summary account, usual iy maintained In the coneral 
ledger^ "in which Is entered the aggregate of the debit and the credit post Inns 
to 3 number of identical, similar, or related accounts called subslclary ac- 
counts. Its balance equals the sum of the balances of the detail accounts. 

Cost . Thu amount of money or Its equivalent value paid or agreed to be paid 
for property or services. Costs may be Incurred even before money Is paid; 
that Is, as soon as a liability Is assumed. Ultimately, however, money or Its 
equivalent must be given In exchange. The cost of some property or sorvico may 
in turn b*>cc^e a part of the cost of another property or service. For example, 
the cost of materials purchased will be reflected In the cost of articles made 
from su^:^ materials. 

Cn. .J jf . The right side of a double-entry posting. The credit will reduce assets 
and expenditures and Increase liabilities, income, and fund balance. 

Cu r ren t assets . Assets that are available or can be made readily available to 
meet he cost of operations or to pay current llabilltlns. 

Current expense ^ of ^ ,^,^. 4P^'^j ' current general fund operating expenditures 

of a community college district excluding expenditures for foo<j sorvlcos, com- 
munity services, and object classifications 6000 and 7000 (except 71 SO, Current 
txuense for Regional Occupational Centers or Regional Occupational Programs). 

Cu r rent I i ab I 1 1 1 1 es . Amounts due and payable for goods and services rocolvod 
prior to the end of the fiscal year. Current liabilities should bo paid within 
a relatively short period of time, usually within a year. 

Current loans . A loan payable In the same fiscal year In which the money was 
borrowed » 

[>e b 1 1 > Tho left side of a double-entry posting. Tho dobit will Incroaso 
assets and expenditures and reduce liabilities. Income, and fund balanco. 

l>ebt I Inl t , The maximum amount of bonded debt for which a cc^munity col lf>ne 
district may legally d&ligate itself. 
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Debt servlco t txpandltures for the reltrement of debt and for Interest on 
debt, except principal and Interest on current loans. 

lie for red charges , Expenditures not chargeable to the period In which they am 
nede but set up as assets to be eliminated by charges as expenditures In sub- 
sequent periods. 

Deferred inc(Mne . Income unearned In a given period but set up as a liability 
to be included as Income earned In subsequent periods. 

Deficit . Excess of liabilities over assets. 

Dei I nquent taxos . Taxes remaining unpaid after the close of the year in which 
fovf ed. (See also prior years* taxes. In most cases the preferred term.) 

jcpreciatlon . Estimated loss In value or service life of fixed assets because 
of wear and tear through use, elapse of time. Inadequacy^ or obsolescence. 

fi^^-^ j? i"^.L^^ u rl . ^^ ' Income received for a specific purpose ♦ 

envelopment Center for Handicapped Minors Fund . A fund established to control 
the financial operations of development centers for handicapped minors. 

Direct expenses or costs . Expenses that can be separately Indent If led and 
charged as a part of the cost of an activity, a product, service, or department. 

Direct support charges . Charges for a support program and services that directly 
benefit other programs. 

Disbursements . Payments by currency, checfc, or warrant. (The torn is not 
synonymous with expenditures.) 

Double entry . A system of bookkeeping that requires an amount credited for 
every corresponding amount debited. Thus, the double~entry ledger maintains 
equality of debits and credits. 

Earned Interest Income . A sum of money received or due to bo received for the 
use of money loaned or Invested. 

Lmployee benefits . Amounts paid by the school system on behalf of employnes; 
these amounts are not included In the gross salary, but are over ano abovn. 
They are fringe benefit payments; and while not paid directly to employees, they 
are nevertheless a part of the cost of salaries and benefits. Examples are 
(1) group health or life insurance payments; (2) contributions to onptoyne 
retirement; (3) 0. A. S.D.I. (Social Security) taxes; (4) workmen conpfin^>.it ion 
payments. 

Encumbrar?ces . Obligations in the form of purchase orders, contracts, snlarios, 
and dtV^er cormitments chargeable to an appropriation for which a part of tho 
appropriation Is rer^erved. 
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Endownont fund « A fund from which the tnco<ne may bo withdrawn but thft prlnclpi^t 
Sun of which must remain Intact or bo accounted for In accordance with the terrns 
of the trust docun«nt. 

£:ntlti«nent . An estlnato of an apportionment based on specific qua II f lent I on*!. 

Estimated lncop<e . Expected receipts or accruals of monies fron revenue or non- 
revenue sources during a given period. 

Expenditures * Anounts paid or liabilities Incurred for all purposer. Accounts 
kept on an accrual basis Include all charges whether paid or not. Accounts 
kept on a cash basis wilt Include only actual cash disbursentents. (See Fart 
III of this manual . ) 

Face value . As applied to securities, the amount stated In the security document. 

Fees . Amounts collected from or paid to Individuals or groups for services or 
for use of college or other facilities. 

Fidel I ty bond . A form of Insurance that provides for the Indonnl f Icatlon of the 
district or other employer for losses arising from the theft or dishonesty of 
employees. 

Fiscal year . A period of one year, the beginning and ending dates of which are 
fixed by statute; In California, the period beginning July I and ending June 30. 

Fixed assets . Assets of a permanent character having continuing value; e.g., 
land, bul Iding, machinery, furniture, and equipment. The term capital a<;sets 
Is somet^nes used In the same sense, but fixed assets Is preferred. 

Full-time equivalent . The ratio of time expended In a part-tlrr© position to that 
of a full -time position. The ratio Is derived by dividing the amount of employed 
time required In the part-time position by the amount of wnployed tln» required 
In a corresponding full-time position. 

Fun ct I ona I account I np . A system of accounting In which records are maintained 
to accumulate Income and expenditure data by purpose and usually are further 
classified within generalized functional areas such as Instruction, administra- 
tion, or operations. 

Fund . A sum of money or other resources set aside for the purpose of carrying 
on specific activities or attaining certain objectives In accordance with spe- 
cial regulations, restrictions, or limitations. A fund Is a distinct financial 
or fiscal entity. 

Fund balance . The difference between assets and liabilities. 
Funded debt . Gee bonded debt, the preferred term. 



General fund . The fund used to finance the ordinary operations of the district. 
It Is ava 1 1 ab I e for any legally authorized purpose. 
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General ledger . A book, file, or other device In which accounts arc? kept to 
the degree of detail necessary to suwnarize the financial transactions of thf* 
corvnunlty college system. General ledger accounts may be kept for any group 
of Items of receipts or expenditures on which an adittlnlstrat! ve officer wl5?hGs 
to maintain a close check* 

General purpose tax rate . Tax rate authorized by legislative statute or by an 
election held In the corwunlty college district for the purpose of acquiring 
tax income for the general operation of the school district. 

General reserve . An account to record the reserve budgeted to provldf^ opor- 
ating cash In the succeeding fiscal year until taxes and state funds bocono 
avai tab te. 

GTft^. Anything of value received from any source for which no repayment or 
:^ervtce to the contributor Is expected. 

Grade level . Assigned classification of students. 

Grant . A contribution, either In money or material goods, made by one entity 
to another. Grants may be for specific or general purposes. 

Grants- 1 n->ald . Outright donations or contributions, usually by a superior 
governmental unit, without the prior establlshr^nt of conditions with which 
the recipient must comply. 

Holding accounts . Ficticious program accounts used temporarily to accumulate 
costs that will ultimately be charged to other using programs. 

1 ncomo . Revenue and nonrevenue receipts. Revenue receipts are additions to 
assets for which no obligations are Incurred. Nonrevenue receipts are receipts 
of money In exchange for property of the district or for which the district 
Incurs an obligation. 

Indirect expense and overhead . Those el^^^ents of Indirect cost necessary In 
the operation of the district or In the performance of a service that are of 
such nature that the amount applicable to each accounting unit cannot be sepa- 
rately Identified. 

I nd 1 rect support charges . Routine services not perfonw5d as a special sorvice 
for a particular program but allocated to using programs. 

In 1 1 eu of taxes . Incone to replace the loss of tax revenue result Inn 
property exempted from taxation. 

Interest , A fee charged a borrower for the use of money. 

Interfund accounts . Accounts In which transactions between funds am roflr^ctnrl. 

I nterfund transfers , ttoney that Is taken from one fund under the control of 
the local governing fk>ard and added to another fund under the board*^ control. 
Interfund transfers are not receipts or expenditures of the community collnno 
system. 
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Internal audit . An examination ntade by school district employees whose duty 
It Is to make continuous or periodic checks on the reliability of the school 
district's accounting and reporting procedures. 

Internal control . A plan of organization under which en^loyeos* dutlfls am 
so arran^d and records and procedures so designated as to provide a system of 
sel f -checking, thereby enhancing accounting control over assets, lleblHtlos, 
Income, and expenditures. Under such a system the employee's work Is subdivided 
so that no one employee performs a cor^lete cycle of operation; such procedures 
call for proper authorization by designated officials. 

I ntrabudget transfers . Amounts transferred from one appropriation account to 
another within fUe same fund. 

Inventory . A detailed list showing quantities and description of property on 
hand at a given time. It may also Include units of measure, unit prices, and 
va i ues . 

I nvestronts . Disbursements of cash for the purpose of generating Income. 

I nvestment In f I xed assets . The book value of fixed assets. 

Invoice . An Itemized statement of charges for merchandise soH or services 
rendered to the purchaser. 

Job account . An {Kxount established to record the accumulation of costs of a 
specific piece of work; work orders showing charges for material and labor used. 

Journal . Any accounting record In which the financial transactions of the com- 
munlty col lege district are formally recorded for the first time; e.g., the 
cash receipts book, check register, and journal voucher. 

Journal voucher . A form provided for the recording of certain transactions or 
information In place of, or supplementary to, the journal or registers. 

J udgments . Amounts due to be paid or collected by the community college district 
as the result of court decisions. 

Ledger . A group of accounts In which are recorded the financial transactions 
of a governmental unit or other organization. (See also general ledger and 
appropriation ledger.) 

Level . A division of the management levels described by the progran structure 
of the district. 

Levy . The Imposition of taxes or special assessments for the support of gov- 
ernmental activities; also, tho total amount of taxes, special assessments, 
or service charges Imposed by a governmental unit. 

Llabl I Itles . Legal obligations (exclusive of encumbrances) that are unpaid. 
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Long- tern loan. A loan that extends for noro than five years fror t.^o dato tfu 
loan was obta(r,.'jd and U not sncurod by sorlol or torm bonds. 

Lunp-sun appropriation . An appropriation mado for stated purpo*,*; or for .1 
nanod unit without the amounts that may bo spent for particular ob jeer chr>',~ 
iflcatlons boln^; specified. 



Updtfied assessed valuation . Local assessed valuation adjusted by application 
of a ratio known as tho Collier Factor and other factors whon appllcablo; o.n. 
motion picturo, f^ed'jvelopnent Agency, and so forth. ' 

rtodlfled cash basis ( modified accru.^1 basis) . Any method of account inn thnt 
combines the concepts of cash basis accounting with those of accrual account inn. 

Majtiyoar financial plan. A plan that presents financial estimates of prooran'; 
.n tabular form for a period of years. Those estimates should rfeflect the future 
ft nunc la I impact of current decisions. Tho data In the MYFP should Pe oroanlzf^rt 
along the lines of the program structure. 

Object. As used In an expenditure classification, a tern that applies to th^^ 
article purchased or the service obtained. 

Obi igations. Amounts that the conmunlty college district may bo legally re- 
quired to meet out of Its resources. They include not only actual 'tiabliltles 
but also unliquidated encumbrances. (See also liabilities.) 

Order (for payment) . A written demand of the governing board of a community 
college dtstrlct requiring the county superintendent of schools to draw his 
requisition on the county auditor for tho payment of a claim against the school 
district. 

Overdraft. The amount by which checks, drafts, or other demands for payment 
on the treasury or on a bank account exceed the amount of the balance upon which 
they are drawn; or the amount by which encumbrances and expenditures exceed the 
appropriation to which they are chargeable. 

Overhead. Elements of Indirect cost necessary in the operation of tne community 
college district ->r In the performance of a service that are of such nature that 
the ariount applicable to each accounting unit cannot be determined readily and 
accurately. 

Override tax rate. A tax rate levied at the discretion of the community collene 
district board for a specific purpose. The tax Income received from thin source 
may be used only for the designated purpose. Override tax rates may be lovl^d 
In addition to the general purpose tax rate. 

Par value . The price at which securities are issued. 

Payroll refjister. A document accompanying one or more orders on a connunity 
college district fund for the payment of salaries or wages to employoo:, that- 
contains tho names of such employees and provides informal ton substnntiatim surh 
orders. 
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Payroll warrant . A docun^nt used as an order or a requisition on funds of a 
community col lege district for the purpose of paying salaries or wages. 

Personal property . All property except real estate. 

Petty cash . A sum of money set aside for the purpose of making change or 
Imnedlate payirients of small amounts. (See also revolving cash fund.) 

Prepaid expenses . Items for which payment has been made but for which benefits 
have not been realized as of a certain date; e.g., prepaid rent, prepaid Interst, 
and premiums on unexpired insurance. Benefits and corresponding charges to ex- 
penses win be borne In future account Inn periods. 

Prior years' taxes . Taxes collected within the current fiscal year for levies 
In previous fiscal years. 

Program (noun) . A group of related activities consisting of a unique combination 
of objects that operate together to accomplish common ends. 

Program accounting . A syst«n of accounting In which records are malntlaned to 
accumulate income and expenditure data by program. (See Part I of this manual.) 

Program costs . Costs Incurred and allocated by programs rather than by orpan- 
Izatlons. Program costs should be those direct costs that are essential to 
maintain the program. (See also direct costs.) 

Program definitions . See Part I in this manual. 

Program structure . The hierarchical arrangement of programs that represent the 
Interrtjiatlonship of activities to goals and objectives. The program structure 
contains categories of activities with common outputs and objectives. Programs 
may cut across existing departments and agencies. 

Property tax rate . See tax rate. 

Proprietary account . An account reflecting the assets end liabilities of the 
district. 

Prorating . The allocating of expenditures or Income from a single source to 
two or more accounts to show the correct distribution of charges or Income. 

Protested taxes . Tax money paid under protest and hold by the county auditor 
pending settlement of the protest. 

Purchase order . A document which. Issued to a vendor, authorizes the delivery of 
specified merchandise or the performance of certain services and the makinn of 
a charge for them. 

Real property . Property consltlng of land, buildings, minerals, timber, land- 
scaplng, and a M i mp ro vemen ts the reto . 

|<ebfltfts. Abatements or refunds. 
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Receipts, nop revenue . Amounts received that either Incur an obllqation th«t 
must be met at some future date or channe the form of an anset from property 
to cash and therefore decrease the amount and value of district property. Ntoney 
received from loans, sale of bonds, sale of property purchased from capital funds, 
and proceeds from Insurance adjustments constitute most of the nonrevenup receipts 

Receipts, revenue . Additions to assets that do not Incur an obltciatlon that 
must be net at some future date and do not represent exchanges of property for 
money . 

Hec I ass I f i cat 1 on . Redes I gnat Ion of current year's Income or expenditure Itoms 
previously posted to one account and later determined to be more properly charopd 
f<, a different account. 

Kefund. An amount paid back or credit allowed on account of an ovorco I lection. 

HoQlstered warrant . A warrant that Is registered by the county treasurer for 
future payment on account of present lack of funds and that Is to be paid with 
Interest In the order of Its registration. 

Registers . A llstinr; of transactions of like kind that may be totaled and sum- 
marized tor convenience In posting; e.g., payroll registers, warrant realsters, 
ard attendance registers. 

Reimbursement . Cash or other assets received as a repayment of the cost of work 
or services performed; or repayment of other expenditures made for or on behalf 
of another governmental unit, fund, or department. (See also refund.). 

Requlsl-^-'on . A document submitted Initiating a purchase order to secure spec I - 
f led firtlcles or services. 

Reserve . An amount set aside to provide for estimated future expend I turns or 
losses, for working capital, or for other specified purposes. 

Reserve for encumbrances . A reserve representing the segregation of a portion 
of a fund balance to provide for unliquidated encumbrances. Separare accounts 
ray be maintained for current and prior year encumbrances. 

F^osources . All assets owned Including land, buildings, cash, estimated Income 
not real I zed, and, in certain funds, bonds authorized but unissued. 

restricted funds , r-lonlos the use of which Is restricted by legal roqul reinonts . 

Hevenue. Addition to assets not accompanied by an obligation to perfom sfirvlro 
or deliver products. 

f^ivolvlnq canh fund . A stated amount of money used primarily for err-rnoncy or 
:,pian or sundry disbursements and reinhursod periodically through properly docu- 
mented expenditures, which are swmnarlzod and charged to proper accounting cla*-,*;! 
f Icatlons. 



ERIC 



F - 12 



Sales and use tax . Tax Imposed upon the salo £.nd consumption of goods and services. 
It can be imposed as a general tax on the retail price of all goods and services 
sold within the community college system jurisdiction with few or limited exemptions 
or as a tax upon the sale or consumption of selected goods end services. Separate 
accounts may be maintained for general sales taxes and for selective sales taxes. 

Schedules . Explanatory or supplementary statements that accompany the balance 
sheet or other financial statements. 

Secured rol I . Assessed value of real property, such as land, buildings, secured 
personal property, or anything permanently attached to land as determined by each 
county assessor. 

Securities . Bonds, notes, mortgages, or other forms of negotiable or nonnegotleble 
Instruments. 

Serial annuity bonds . Notes or other evidences of obligation in which the annual 
payment of principal and Interest combined are approximately the same each year. 

Serial bonds . Notes or other evidences of obligation redeemable by installment, 
each of which Is to be paid out of Income of the year In whlcdi It matures. 

Shared revenue . Revenue levied by one governmental unit but shared, usually In 
proportion to the amount o> 1 1 acted, with another unit of government or class 
of governments. 

Short-term loans . A loan payable in five years or less but not before the end 
of the current fiscal year. (See also current loans.). 

Site . The location of an adult school college, satellite center, or a central 
administrative unit. 

Source document . Any voucher or other data that supports an entry In the accounting, 
records . 

Special audit . An examination of the accounting records having a specific pur- 
pose, or a general examination in addition to or tn extension of the usual exam- 
ination. 

Sped float ions . Those particular qualities required of products or services. 

Statements . Forma! written presentations setting forth financial information. 
The term includes exhibits, schedules, and written reports. 

:>tato School Fund , f^tonles provided by statute to the Chanc«l lor'«; Office, Call- 
fornia borvnunlty Colleges, for distribution to community collerje districts on a 
predetermined formula. 

Student body fund . A fund to control the receipts anri disbursomonts of student 
nssoc I at I on act I v 1 1 1 es . 

Subsidiary account . A related account that supports in det«Ti I tho dobit and 
credit summaries recorded In a controlling account. 
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Substdtary ledger > A group of subsidiary accounts, the sun of thf> halancr^s of 
which oquai tho balance of the relatod control flnu account. 

:>ubventton . fVovlsldn of assistance or financial support, usually from a 
superior Qovernn^ntal unit. 

Summary . Consolidation of like Items for accountlno purposes. 

Supply . A material Item of an expendable nature that Is consumed, wears out, 
or deteriorates In use; or one that loses its identity through fabrication or 
Incorporation Into a different or more complex unit or substance. ^ 

Surety bond . A written promise to pay damapes or to fndwnify aqafn«;t losses 
caused by the party or parties named In the document through nonperformance or 
tnrough defalcation; e.g.^ a surety bond given by a contractor or by an official 
who handles cash or securities. 

Surplus . The excess of assets over liabilities. 

Suspense account . An account to which postings are made temporarily pending 
detenni nation of the proper account to be charged or credited. 

Suspense clearing . An account that carries temporarily pending charges or credits 
to the proper account or accounts to which they are to be posted. 

Tax anticipation f^tes . Instrwnents issued to secure monies borrowed in expectation 
of receipt of tax-funds. 

Tax I lens > Claims by governmental units upon properties for which taxes levied 
remain ^npa l d . 

Tax rate . The amount of tax stated In terms of a unit of the tax base. 

Tax rate timit . The maximum rates of tax that a governmental unit may levy. 

Tax red^nption ^ Proceeds from the sale of tax-delinquent property. 

Tax re I ief subventions . Funds ordinarily paid to compensate for taxes lost 
because of tax relief measures . 

Tax rol I . The list showing the amount of taxes levied against each taxpayer ^ 
or property. 

Taxes . Compulsory charges levied within Its boundaries by a governmental unit 
against the Income or property of persons, natural or corporate, to support Its 
activities. 

Taxes receivable . An asset account representing the uncollectod portion of 
taxes levied'. 

Term bonds . Ronds of the same Issue maturing at a specified time or for a spec- 
I f led per iod. 
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Test check . The verification of selected Itf^s on the assumption that thosw 

selected are representative of the entire group from which they are selected. 

if no errors are found, the unchecked Items In the group are assumed to be correct* 

Trade dlsa>unt . A reduction of the llftt price, usually expressed as a prtrcent 
and related to volume of business transacted. (The term Is not to be confused 
with cash discount.) 

Trailer coach fees . Assessments collected from owners of trailer homes, which 
constitute personal property used In lieu of taxable real property. 

Transfer . Interdlstrlct w* Interfund payments or receipts not chargeable to 
expend I tures or credited to Income. Certain budget revisions are often referred 
to as transfers. 

Trial balance . A list of the balances of the accounts In a ledger kept by double 
entry, with the (tebit and credit balances shown In separate columns. If the to- 
tals of the debit and credit ^limms are e<iual or If their net balance agrees 
with a controlling account, the ledgers from which the figures are taken are 
said to be "In balance." 

Trust fund . A fund consisting of resources received and held by the school 
district as trustee to be expended or Invested In accordance with the conditions 
of the trust. 

Tuition . An amount charged for educational services provided to a student. 

U napprppr I a ted fund ba I ance . The portion of a fund balance not seqreqated for 
specific purposes. Ail assets and estimated Income aval lable for appropriation 
are credited to the account and General Reserve; budgeted appropriation!^ and 
other obligations are debited. The net value of the account represents the 
unappropriated fund balance. 

Unencumbered balance . That portion of an appropriation or allotnent not yet 
expended or obligated. 

Unit cost . The total expenditure for a product, program or service divlflod by 
the total quantity obtained or some other quantltrttlve measure; e.g., tot/»l 
expenditure divided by number of student*; nguals cost per student. 

Unreal I zed income . Estimated Income loss Income received to date; also, the 
estimated income for the remainder of the fiscal year. 

Unsecured rol t . Assessed value of personal property other than "spcured property. 

Voucher . Any document that supports or verifies n cnrtain transnctlon, 

Vouj:her_ warrant . A form embodying a warrant and voucher in one dociifnrjnt. 

Warrant . A written order drawn by the governinq board or its author! -fed offlcerCs) 
or employee<s), approved by the county superintendent of schools, and allowed by 
the county auditor, directing the county treipurer to pay a "specified amount to 
a designated payee. 
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Warrants payable . Th^ face amount of warrants out«5tand Jnp and unpnid. 

Withhotd{nc ^. The process of deductinn from a salary or wage payment an dnount, 
specified by law or regulation, represent I no the estimated federal or state 
income tax of the Individual that the employer must pay to the taxino authority. 

Work in process » An asset representlnq the value of partially completed work. 

Work order , A written authorization for the performance of a particular job 
con ta a description of the nature and location of the job and specifications 
for the work to be performed* Such authorizations are usually asslnned job num- 
bers, and provision Is m6e for accumu'itlnn and reportlnq labor, material, and 
other costs. 
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Data Process I nq Tennlnoloqy 

Ajrgh£. The term used to indicate letters of the alphabet as opposed to numbers • 

Atphanumerlc > A term used to Indicate a combination of letters, numbers, and 
special symbol s such as punctuation or mathenatlcal notation. 

Automated data processing {APP) . The continuous Integrated oj>eratlon of data 
processing In which automatic machines are used; different from manual data 
processing. 

iilt£!l' ^ controlled gfoup of data gathered together for processlnq or balanclnc]. 

Batch process tng . A technique by which Items to be processed must be coded 
and collected Into groups before processlnq. 

[j[lrja rY number system . An Internal numbering systw Incorporated by* computers 
which uses a base of two, expressed as 0 or 1 (as opposed to the decimal system, 
which uses a base of ten). 

Block diagram ^ a graphic presentation of a system, computer, or program In which 
selected portions are represented by boxes and Interconnectlnq lines (See also 
flow chart. ) . 

Bu g . fr, I stake, malfunction, or omission In the design of a program or computer. 

By-product Information . Data, which, as a result of being tabulated In a particular 
fashion or as a result of being processed for other than the area of specific de- 
sign, becomes available for existing records created for an entirely different 
purpose. 

Card punch . A machine that encodes data Into tabulating cards In the form of a 
pattern of^ round or rectangular holes; card punches may be activated by a com** 
puter or from a keyboard (See also key punch.). 

Cathode ray tube (CRT) . A device similar to a television screen upon which data 
can be stored or displayed . 

Central processing unit (CPiJ) « That portion of a cofuput^r containing the ferlth- 
metlc, loq"lc,' conrrol , and In some cases, main storage units. 

Character reader . A machine that optically scans alphabetic, nume^ *c, or special 
cKaracters prev I ous I y f^ntered on a document (usually by hlqh-speec fainter, type- 
writer, or Imprinter). 

Code * A system of rules or signals for using a set of characters to represent 
data or Instructions. 

Cpl latl ng . Comparing cind merging two or more similarly seguenced groups of Items 
Into one sequenced group. 
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CormK>n L}usiness-Ori anted language (COPOL) > A cx-.puter proqrawilnq )anouaoc 

using bas?c English phrases desion^ for business applications. ^ 

Coir^mon language > A singU: ^ode used by several devices (for example, typewr I t^rs^ 
calcula'h>rs, and transmitters) manufactured by different companies. 

Compilati on, Preparation of a machine language program by translation of each 
symbol Ic coded instruction Into two or more machine language Instructions. 

Data , Basic elements of Information - facts, numbers, letters, or symbols - with 
or without a computer. 

Data col lection . The act of bringing data frc^ one or more points to a central 
point. 

Data cc^nmunlcatlon . The transmission of data from one point to another. 

Data processing , A series of planned actions and operations upon data to achtev<=^ 
^ desired result. 

Data processor , A group of people and/or machines organized and action tonether 
to process data. 

Debugging , Finding and removing the mistakes from the design of a program or 
compuTerT 

Electronic data processing < EPF) , A term referrlnq to equipment that processes ^ 
data by electronic means; r.e,V ana log and digital computers, f| 

Flow chart . A graphic representation of the n^jor steps of work In process. 
(See ulso block diagram^). 

Fortran (FORmula TRANstatlon) , A pror^rammlng system that converts mathematical 
statements Into €»mputer language , 

Hard <»py . Any printed copy of machine output; e.g., reports, llstinns, documents, 
or other copy In the form printed out by a computer. 

H ardwa r e , The physical equipment or device*; which together comprise a computer 
and associated data p**ocessing rwchlnes; the n^chanlcal or machine portion of a" 
computer system. 

I nfonr> ion , f .c^s and Intelligence that result from data processing operations, 

I nf orma 1 1 on * ^tr I eva I . The methods and procedures for recovering npoclfic in- 
formlatlon from s^re6 data. 

Input , Transfer of external Information Into the central proce<;slnq jnit or 
Into an Intermediate data-processing storage device. 

Inquiry station , A remote l^rmlnal device, such as a typewriter keyboard, from 
wh I ch in fer rooat I on of the ontenats of a computer's storage can be made, 
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<oy Launch , ^ card Dunch activated by .5 keyboard. (S<*e also card punch.)* 

L vviudce. *\ «ivf^ten for reores^^ntlnq and cofwunlcatinn information b<?tween peopir 

Lines per ninute (IPM) . The rate of pr I nt I nq speed of output printers. 

•^iqnef 1c disc > A flat, circular plate with a surface that can be mannetiznd 
to store data. 

Magnetic tape . A plastic ^>r f^lar strip coated with a metallic oxido unon whlrh 
data can he recorded in nsqnetized spot«>. 

^^^llJISit^^- ^ ^^chlne that optically scans marks entered (usiial ly mcinuriMv) 
'"^ '^>Dec{ftc positions on a fom and asslqns values based on strrh positions, 

"ar^ sense , ^encl I strokes generally entered on bubbles on a punch card th^t can 
:>e read electrically by a riachine. 

Optical character recognition (OC^) . A <^eneral tern referring to the technloun 
of usinq nachlnes for optical readinc of characters, svmbols, or marks from a 
printed input document. 

Optical scann>3r , A device that optically reads printed or wrlttnn data, which 
Is stored or entered Into a conptjter. 

Output . Information transferred from internal storage to output devices to pro-, 
duce card*"., tapes, business forms, reports, and so forth. 

Paper tape . A rlbbon-llke strip of paper, one Inch or less In width, used as 
a means of recording data in the form of coded perforations. 

Per i pnera I oqu i pment . The auxiliary machines that may be placed under the con- 
trol of the central computer; c.n.# card readers, puncheis, and hinh-speed prlntrr 

Pr i n tou t , Display of computer-processod Information ds hard copy. 

fVogram , A series of instructions that tell the computer In minute detail how 
to process data. 

Programmer , A person who prepares problem-solving procedures and flow charts 
ind who nay also write and debut programs. 

^<andO'" access * A storage t^hnlque In which the computer can find one hit of 
data as quickly as any other, regardless; of Its specific location In storane, 
without rogulrlng a sequential storage. 

^''^^a I - 1 1 mn pr oce ss I ng . A method of pr<x:esslnq data In which the machine br»r!ins 
to function Tt the moment of initial input so that there Is virtually no pass/iqn 
of time between inquiry and result. 

Software , Written programs and routines used to extend the capahtlitles of 
computers. 
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^urcQ docuffient . Any form from which datn arp taken for process I no. 
Storage . Th« retention of data for future retrieval . 

I2.^.t r,°"^l.".?.' ^ program designed to show whether or not a computer }q funrtlonin^ 
properly. 

Throughput. Productivity based on all facets of an operation; e.o., a com- 
puter that can read, write, and compute simultaneously would have' a hiph throunh- 
put rating processing throurjh the systr*m. 

Time-sharing. Us?ng a computer to process multiple requests by IndODcndont usflrs 
and providing responses rapidly so that each user foe Is that the computer Is 
entirely at his disposal. 

Mit record equtpnent. Computerized auxiliary equipment such as card reader^i, 
ootlators, and Interpreters. 

;.-pdatinn . Revising so as to Include current data. 
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